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introduction

The Visual QuickProject Guide you're reading offers a unique way to learn new
skills. Instead of boring you with long text descriptions, this book uses color
screen shots with clear, concise, step-by-step instructions to show you how to
complete a specific project in a matter of minutes.

The short projects in this book move you from an older version of Windows to
Windows Vista. If you're installing Vista on a PC you already have, you'll clean
it up, back it up, upgrade its hardware, and install the Windows Vista software.
If you need to buy a new PC that can handle Vista, you'll learn what to shop for
and migrate your files and settings from your old computer.

You'll then dive into Vista itself, discovering how it differs from previous
Windows versions. You'll learn to use brand-new features, including integrated
search, enhanced security, and the handy little programs called gadgets.

Moving to Vista also means making it your own. You'll get to know the most
useful of Vista’s many personalization features. Once you know how configura-
tion works in Vista, you can go on to explore the other customization options
available.

What's new in Windows Vista Ultimate
= Search from within folders = Get mobile PC capabilities
S in New ways = Use improved networking features
evices in sy = Provide guidance with Parental Cantrols

p and encrypt files
and scan documents

oin, and broadcast online meetings
, edit, and organize pictures




what you'll learn

Determine what your computer requires to upgrade

to Windows Vista.

# Windows Vista™ Upgrade Advisor 1.0

"». Windows Vista Upgrade Advisor

Welcome to Windows Vista Upgrade Advisor

Windows Vista,

as printers, scanners, or external hard drives.

‘ = Start Scan

Prepare your computer for
the upgrade by running
maintenance utilities.

w Install Windows :

WindoWs. Vista'“

Install now

Windows Wista Upgrade Advisor will scan your computer to help you choose which edition of Windows
Yista is right for you. It will also provide guidance about many of the advanced Windows Wista
features your computer supports and compatibility of your existing software and devices with

Mote: Before you start the scan, plug in any devices that you regularly use with your computer, such

@G~ Decide which ver-

your needs and
your hardware’s
capabilities.

& Disk Cleanup for (C:)

Disk Cleanup | More Optiors |

sion of Vista meets

“r'ou can uze Disk Cleanup ta free up to 1,122 KB of digk

g@ space on [C:).

Files to delete:
é Temparary Intemet Files SEKE A
[[1'# Recycle Bin OKEB
Setup Log Files 51KE -
Temparary files FR4KE
WebClient/Publisher Temporary Files KB o)
—r= o

Total amount of disk space you gain: 1,122 KB
Description

Downloaded Program Files are Active contrals and Java applets
downloaded automatically from the Intermet when you view certain
pages. They are temporarily stared in the Downloaded Program
Filez falder on wour hard disk.

Install and configure
Windows Vista.

introduction



@ o Wiridows Esy Transte

Choose how to transfer files and settings to your new computer Tl’a n Sfel’ ﬁ | es. e-ma | l
7 7
application settings,
Use an Easy Transfer Cable {(recommended)
- Make sure that you can plug the cable into both computers at the same time boo km a rksl an d ot h er
k_ Transfer directly, using a network connection data tO W[ ndOWS V|Sta
~-¢~ Bath computers must be connected ta the same network

from an older computer.

g£a Use a CD, DVD, or other removable media
You can use a USBflash drive, external hard disk, or a writable or rewritable CD or DVD l

Help me decide

Use and customize the Vista Start menu.

& Internet Explorer
5] Windows Contacts
|l Windows Mail

W Welcome Center Administrator

Add programs
to the Start ]
menu.

Windows Calendar

[ Windows Sidebar Scanned Documents  » Inbox | [ WelcomeFax |
B‘.’.’ordpnd Pictures %| My important report

T A 3 ry
Windaws Photo Gallery "M Parallels Shared Folders

Music

Change the

size and —
number of
program

icons.

i) Windaws Fax and Scan
Windows Meeting Space
@ Windaws Media Player
B Windows Media Center Search
& Windaws Ultimate Extras
*J Spider Solitaire

[B Windaws DVD Maker Computer
&8 Windows Live Messenger Download

Games,

Recent ftems

Network
Connect To
Control Panel
Default Programs

» All Programs | Help and Support

Start Search

P e L —————EEEEEEEEEEEA,
w o & < LW 1243 AM

Make the Power button work Convert links
as it does in Windows XP. to menus.

introduction ix



what you'll learn (ont)

Move the taskbar ~ Add your own programs Add your folders
around or make it  to the Quick Launch area to the taskbar
disappear. of the taskbar. for easy access.

/2 5 Internet ... o 1 & Windows M... i >ToE) i 324PMm

o Peachpit Press - Windows Internet Explorer Bob's job 4
City College »

] f_" eBay - New & used electronics, cars, apparel,

% i Dixon account  »
Office2007 | 4 MXDW I
/:" CNM.com - Breaking News, U.S., Werld, Weat ST 1= Southside 3 Zl
Thumbnail |
, ZipbdInterleaving -, Webcam basics: Ho...

p = /2 MacWindows: The web site for Macintosh-Wi(

/2 MSN.com - Windows Internet Explorer

ZipGdMeonlnterleaving
, Ziplnterleaving el when e
ZipMonlnterleaving e e
| AlphaBlend |
3 DAVEnotes Reduce holiday stres...
| FullRun
p 44 OneBitBWG4_TIFF
Windows  Control Panel | PlgBlt

Vista Upgra... printareall

| printarea02
|44 printareal3
| printareal4

I 14 15 16 17
printareals 22 23 24 2

o 1 i | printareal
51 \ F | printareal7
= e F:BI: | printarea0

- | 4 rintareal?
San Francisco, CA| SRS P [Gl search
1 printareald

Network

=] Yosemite

@ Google

Redecorate the Desktop Use and modify
with art from Vista or your the Vista Sidebar
own photos, and change or and gadgets.

resize the icons.

X introduction



Navigate

with the new =

address bar.

Locate and
move files

using the new
Explorer built

into every

folder window.

@() Documents » [Project Files l'| MXDW » - ‘ +y | | Search L |
- . - T B Bob'sjob
= Organize ~ Views = @ Previg :
.. Dixon account
Favorite Links AT | MXDW =
[E| Documents ...Offlcel.ﬂﬂi‘ | EOi G
) = fasemite Il i L o ) |
E Pictures . e x
.. Properties 12/12/2006 10:48 ...  Fi
B Music | Thumbnail 12/12/2006 10:45 .. Fi
% Recently Changed . ZipidInterleaving 12/12/2006 10:48 ...  Fij=
E Searches - Zipadtloninterleaving 12/12/2006 10:45 ... Fi
)| Public . ZipInterleaving Fi
. ZipManInterleaving Fi
Falders ¥ i AlphaBlend 3/5/2006 6:09 PM Xl
| Other - |ED;\\\-"Enotes 12/12/2006 233 PM  N—
| Project Files |+ FullRun 3/6/2006 L1109 AM X
\ |\ Bah's job L4 | OneBtBW G4 _TIFF 3/5/2006 3:13 PM Xl
| Dixan account < PlgBIt 3/5/2006 6:09 P Xl
L MXDW | printageal L 3/6/2006 12:09 PIM Xl
| Office2007 3/6/2006 1209 PN X
| Properties I 3/6/2006 12:10PM X1 T
: - 4] I b
- Thuabnsil - - I
E Yosemite Datgtaken: 7/12/2005 4:02 PM Dimensions: 1600 x 1200
JPEG Image Tags: Yosemite, July Size: 1,80 MB
Rating: 3 7 , \

Modify the views of files.

/

¥ “L

Ebank Fax
statements

e

O@v@i <« Daocuments »

| Type 2

)

Mame Date maodified

Invoices

WPE Yasemite DAVEnotes o

By Organize ~ 58 Views ~ J4 Open B E-mail [ Share

> | Size Tags

V|‘?||Sem.ﬂ:h p|

=7 Sart fi Graup

e e R i

2

[ File Folder

| ) JPEG Image e
| Micrasoft Ward Document ents
‘_|,|J Rich Text Farmat

| Sharteut JI

| Text Document

m

Stack by Type -

introduction

Keep your computer secure.

Show and hide the
different panes for
previewing and
editing files.

Group, sort, and
search for files
and folders.




how this book works

The title of each section explains what is covered on that page.

resize desktop items

You may have noticed that the desktop icons are bigger than those in
Windows XP. You can make them more like the size you are used to, or
make them jumbo size.

a, E} Right-click on the Desktop s
? and move the cursor to View

in the shortcut list.

r Large leans
| % Medumlons
Chasic leans

ano Amange
¥ Agnto Gid

PV Show Desktop kom

El in the fly-out menu that
appears, select Classic lcons.
This is the smallest size.

If you choose Large

_— Numbered steps
show sequences
and instructions.

— Screen shots show
you what to do.

Important terms

_— .
appear in orange.

Icons, you'll get icons
of this size.

personalize the desktop 53

Captions explain
what you're
doing and why.
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The extra bits section at the end of each chapter contains additional tips and
tricks that you might like to know—but that aren’t absolutely necessary for
completing the upgrade and using Windows Vista.

[ The heading for
/ each group of

tips matches the
section title.

start easy transfer ;.24 choose transfer
o Another way to open Easy method p.2s
Transfer in Windows Vista is « Having trouble deciding which
to open the Welcome Center transfer method to use? Consider
and double-click Transfer files how much each type of storage

The page number
next to the head-

and settings.

media holds.

CDs hold 600 MB or 700 MB
of data.

ing makes it easy
to refer back to
the main content.

« DVDs come in two capacities:
Standard DVDs hold 4.7 GB
of data; double-density discs
hold 8.5 GB.

« A USB flash drive can hold as
much as 4 GB in a package
about the size of your thumb.

« USB external hard drives can
hold up to several hundred
gigabytes, which is useful for
moving large volumes of data.
A network is also good for
big file moves, as is the Easy
Transfer Cable.

32 move files & settings from another PC

introduction



the next step

While this Visual QuickProject
Guide will walk you through
getting started with Windows
Vista, there’s much more to learn

. ; -
about this operating system. VISUAL QUICKSTART GUIDE

If you want to dive into even

more details of using and con- MICROSOFT
figuring Windows Vista, try
Microsoft Windows Vista: WI N DOWS VISTA

Visual QuickStart Guide, also
published by Peachpit Press, as :
an in-depth, handy reference. Learn Microsoft

Windows Vista the

Quick and Easy Way!

The Desktop

_ Using the Quick Launch
Toolbar

Figure .43 (Left to right) The Show Desktop button
hides all windows; click it again to restore them to Quick Launch begins with four Microsoft-
their original positions (keyboard shortcut: Windows supplied buttons (Figure 2.43). You can

ogo key+D). The Switch Between Windows button )
changes the active window (keyboard shortcut: add buttons for instant one-click access to

Windows logo key+Tab or Alt+Tab). The next two favorite files and folders or delete buttons
buttons launch Internet Explorer (Chapter 14) and that you don't need.
Windows Media Player (Chapter 10)

To add a button to Quick Launch:

-

Locate the item (icon) that you want to
add, drag it over the toolbar, and then
drop it where you want it to appear
(Figure 2.44).

or

Locate the icon in the Start menu, right-
click it, and then click Add to Quick
Launch (Figure 2.45).

v Tips . . .
T The Windows Vista Visual
Quick Launch toolbar: a program, file, . .
folder, disk, web address (URL), hardware Q uic ksta rt G u Id e fea tures
Figure 2.44 When you drag over the Quick Launch device, Control Panel program, and so on.
Ibar, an |-be i he he he if H
:sitlzlIaanvdav:.h!"evax\gwm:%p..eanos ow where the item C | ea r exa m P | eS, COI’]CISG,
step-by-step instructions,
hundreds of illustrations,
and lots of helpful tips that
revealthe hidden buttons or—beter— will hel p you become a
preserve one-click access by resizing the
toolbar. To do that, right-click H H
et ok e e master of Windows Vista.
taskbar is unlocked; then drag Quick
Launch’s ribbed sizing handle (refer to
4 . . Figure 2.43) to the right until you see all
Figure 2.45 If you don’t see the Add to Quick Launch your buttons.

command in the shortcut menu, you can drag a Start-
menu icon directly to the Quick Launch toolbar.

Drag buttons within the toolbar to
reorder them.

Hold down Shift when you right-click a
file in a folder window; and Add to Quick
Launch will appear in the shortcut menu.

If, instead of buttons that you've added,
you see the chevron button (EZ), it means
that the hidden buttons won't fit on the
toolbar. You can click the chevron to

¥V8100] HINNVT MIIND FHL ONIS

87

xiv introduction



1. prepare to upgrade

Windows Vista is so appealing that you probably just want to jump in as soon
as you can. Before you take the Vista plunge, spend a little time on some
preliminaries. Whether you are installing Vista on your existing computer or
buying a brand-new machine, you need some background information so you
can upgrade successfully.

Before you buy Vista or any hardware, you should know which version of Vista
you want to get, and what hardware it will require.

In this chapter, you’'ll consider which version of Vista is right for you, check to
see if your current or future PCis ready, and do some preventive maintenance
before making the big move to Vista.

& Windows Vista™ Upgrade Advisor 1.0

“». Windows Vistar Upgrade Advisor

Welcome to Windows Vista Upgrade Advisor

Windows Vista Upgrade Advisor will scan your computer to help you choose which edition of Windows
Vista is right for you, It will also provide guidance shout many of the advanced Windows Vista
features your computer supports and compatibility of your existing software and devices with
Windows Vista.

Mote: Before you start the scan, plug in any devices that you regularly use with your computer, such
as printers, scanners, or external hard drives,

% Start Scan

@ 2006 Microsoft Corparation. All rights ed, Terms of Use | Priv




choose a vista version

There are four versions of Windows Vista available to individuals. Each has a
different set of features and different hardware requirements. Since you pay
more for Vista versions with more features, make sure that the version you
buy fits both your expectations and your hardware budget.

These are the versions available to you, in order of increasing price and
sophistication:

e Home Basic: This is the most stripped-down version of Windows Vista. It's
a complete operating system that will run most of your programs but lacks
the glitziest features of Vista.

Missing from Home Basic is the Aero user interface theme and its associated
features. With the Aero theme, the Start menu and most windows have a
translucent look—you can see right through them to what'’s sitting

behind them.

Aero also has features such =

as taskbar thumbnail images, —
which previews contents of a 0 e
minimized file. (Chapter 4 has
more about Aero.) Instead of =
Aero, the Vista Home Basic |
edition provides a theme ¥ Wind PO /5 Peachpit Press- Wi, | < BO R 232AM
called Windows Vista Basic. If

you want Aero, you’ll need to

get one of the other versions

of Vista.

e Home Premium: In addition to the Aero theme, this version includes the
Windows Media Center, which can play movies and music and, if your com-
puter has the right hardware, record TV shows and play them back. Vista
Home Premium is compatible with high-definition cable TV. Home Premium
(as well as Business and Ultimate) also comes with the Windows Mobility
Center, for configuring notebook settings in one place.

2 prepare to upgrade



e [Business: Windows Vista Business does not come with the Windows Media
Center; instead it offers advanced backup and diagnostic software, the
Network Center for connectivity, and Remote Desktop remote control
software. (You may also hear about a Business Enterprise version that is for
large customers.)

e Ultimate: The top of the line of Vista versions, Ultimate has all the features
of both Home Premium and Business, plus the ability to encrypt data on
your drive for security. Of course, you need adequate hardware to run these
advanced features. On the next page you'll read about these Vista versions’
varying hardware requirements.

For more information about the different versions of Vista, go to Microsoft’s
Web site at www.microsoft.com/windowsvista/getready/editions.

@ Windows Vista: Editions - Windows Internet Explarer =

o~
@u = |m http:/Swowew.microsoft.com/windaowsvista/getready/editions/default.ms | +4 | A

-

L~

Live Searc

Wl |mWindowthsta:Estions

‘_| o~ - g v b Page v () Tools + =

==

Home Basic

For basic home needs
such as e-mail and
Internet access.

Windows Vista Wirdows Vista Wirdows Vista -
Home Premium Business Ultimate

For the best home For small and mid-sized For work and

computing and arganizations. entertainment, this is the
entertainment. most complete edition.

Most secure Windows ever

with Windows Defender and Windaws Firewall

Quickly find what you need

with Instant Search and Windows Internet Explorer 7 ~ J \( 4
Elegant Windows Aero desktop experience 4.( \( 4
with Windows Flip 3D navigation

Best choice for laptops J J d
with enhanced Wwindows Mobility Center and Tablet PC support

Collaborate and share documents \f J J

with Windows Meeting Space

Home
Premium
v J J J b

m ] ¥
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www.microsoft.com/windowsvista/getready/editions

check your system

Before you buy a new PC with Windows Vista, or install Vista on your old com-
puter, check whether the hardware can run the Vista edition you want. Vista
has significantly stricter hardware requirements than previous versions of
Windows, so you need to be aware of them even when buying a new computer.
Here is what you need:

e Processor (aka CPU): Must run at the equivalent of 800 MHz or faster for
the basic Vista experience. For the Aero theme, the processor needs to run
at the equivalent of 1 GHz or faster.

e Hard drive: You need a 40 GB or bigger hard drive with at least 15 GB of
free space.

e RAM: Windows Vista will technically run in 512 MB of RAM, but for any
version other than Home Basic, you’'ll need 1 GB of RAM.

e Graphics card: This is the stickler that will keep a lot of laptops from running
Vista or the Aero theme.

For the Home Basic edition, you need a graphics card that supports
DirectX 9.

For the full Vista experience, the graphics card also needs to support WDDM
(Windows Display Driver Model) drivers and Pixel Shader 2.0. It must be
able to display at 32 bits per pixel and needs at least 128 MB of graphics
memory. And for resolutions higher than 1920 by 1200 pixels, the graphics
card needs 256 MB of graphics memory.

e DVD drive, built-in or external USB: The standard Windows Vista installa-
tion disc is a DVD-ROM (although Microsoft refers to it as a CD). You can
get Vista on CDs, but it’s a special order. You'll also find that in the coming
years, it will become more difficult to find software on CD.

This is a lot of tech jargon to absorb. Don‘t worry about it. Consider this a
shopping list of must-haves.

Remember that even if you pay for Vista Ultimate, if you don‘t have this
hardware, you won't see the Aero interface or be able to use some of its
multimedia features with smooth performance.

q prepare to upgrade



Now let’s see if your Windows XP machine has enough hard drive space,
processor power, and RAM to install Windows Vista.

n Open My Computer from the Start menu or Desktop.

b 4 My Computer

File Edit “iew Favorites Tools Help

& oo @ - Iﬁ fﬁSearch W= Folders v

32 E1 Move the cursor
/ over the hard drive
v B icon. A note will

Address | § My Computer

# | Files Stored on This Computer

ll\/} Shared Documents

U Adrinistratar's Documents

Hard Disk Drives

»

System Tasks

View system

information

(ONRdd or remove

Free Space: 12.4 GB
Total Size: 14.9 GB

B Control Panel

appear telling you
the drive size and
the free space.

This computer does
not have the required
15 GB free space or
40 GB total space.

ﬂ Click View system information
in the left column of the My
Computer window. The System
Properties dialog opens to display

the processor speed and the \

amount of RAM.

This computer does meet the
processor requirement for the
higher-end versions of Vista.

System Properties

I ____Hemote |
Advanced |

System Restore I
General |

Automatic Updates

Computer Mame || Hardware |

System;
Microzoft Windows »<P
Professional
Wersion 2002
Service Pack 2

' 1
llﬂ

-

Fieqistered to:
Johin

7E487-003-8753856-22298

Computer:
Microzoft
Wirtual PC
B3E proceszar
398 MHz, 256 MBE of Ak

Suppart Infarmation

[ k. H Cancel ]

prepare to upgrade



find graphics card info

Windows XP will also give you information about your graphics card, but you
have to dig a little to get it.

4 My Computer

El Open My Computer from the Start menu
or Desktop.

File Edit Wew Favorites Tools

»._.-"I Bach @ - Iﬁ /_Fj Se

Address Q ¥y Compuker

Ed click View system information in the
left column of the My Computer window.

E] The system Properties dialog opens. System Tasks
Click the Hardware tab. iew system
infarmation
-_E;_.‘; Aadd or remaove
programs

System Properties [ Change a setting

[ Syatern Restare ||_ Autorstic Updates

| General | Computer Mame | Hardware Advanced |

Device Manager

The Device Manager lists all the hardware devices installed
= an your computer. Llse the Device Manager to change the
properties of any device.

J/ Device Manager

] click the Device Manager button.

3 The Device Manager window
appears. Double-click the Display
adapters icon. File  Ackion Wiew Help

B ES 2 A

L Device Ma nager |:| |E| FE

The model of your graphics card

appears here. Unfortunately, it 4 JOHNS-RPC

doesn‘t tell you how much graph- (e Computer

) , N e Disk drives

ics memory you have. If you don’t & 10ricy adapters

know, you can run Microsoft’s ™\ & 53 Graphics ProSavageDOR.
Windows Vista Upgrade Advisor # b DVD{CD-ROM drives

(see next page). [+-{=% Floppy disk controllers

[+ \,ﬂ. Floppy disk, drives

6 prepare to upgrade



run upgrade advisor

Microsoft’s free Windows Vista Upgrade Advisor is software that you run on
your old Windows XP computer. It doesn’t tell you how much graphics memory
you have, but it does tell you if your graphics card and other hardware meet
the requirements for Windows Vista. It also scans your computer and lets you
know if you need to install device drivers. Upgrade Advisor also recommends
which version of Windows Vista to buy and provides suggestions about what,
if any, hardware updates may be necessary.

Upgrade Advisor presents the results in @ more understandable, less technical
manner than the dialog boxes of Windows XP. The drawback is that it will take
some time to download and install the software. You can download Windows
Vista Upgrade Advisor from this Web address: www.microsoft.com/
windowsvista/upgradeadvisor/.

To run Upgrade Advisor on Windows XP, do the following:

n Connect to the PCany peripheral devices that you plan to use with
Windows Vista.

E Launch Windows Vista Upgrade Advisor from the Start menu’s
All Programs area.

Welcome to Windows Vista Upgrade Advisor

Windows Vista Upgrade Advisor will scan your computer to help you choose which edition of Window
Wista is right for you, It will also provide guidance about many of the advanced Windows Vista
features your computer supports and compatibility of your existing software and devices with
Windows Vista,

Miote: Before you start the scan, plug in any devices that you regularly use with your computer, such
as printers, scanners, or external hard drives.

= Start Scan

B Click Start Scan in the welcome window that appears.
The software will scan your computer for a few minutes.

prepare to upgrade 7


www.microsoft.com/windowsvista/upgradeadvisor/
www.microsoft.com/windowsvista/upgradeadvisor/

run upgrade advisor (cont)

Upgrade Advisor issues a report when it finishes scanning your computer.

& Windows Vista™ Upgrade Advisor 1.0

—

& WindowsVists

A

17

Scan complete

Upgrade Advisor has finished scanning your computer. To

Upgrade Advisor

s il
view the results of the scan, click 'See Details'. | See Details 1

& Windows Vista™ Upgrade Advisor 1.0
— L

= — -
| <_- Q It Print task list

Report Details: Windows Vista Home Premiurp

System Devices Programs

Program details:

B dick

See Details.

Upgrade Advisor presents a
multipage report that lists
compatibility issues with
your hardware and software.

sk e ————on The Task List summarizes

what you should upgrade.

() Reviews these program issues for Windows Vista
~ Check the following table for program issues you should address to ensure they will wark
praperly with Windows Yista

Dats Source

Action Required

Issue Type  Frogram Yendor Version

windows Microsaft
_Ji Messen ger

These two icons let you print
the task list and save the
entire report.

Here it found an application
that may have problems run-
ning in Vista.

This part of the report shows that the Aero theme will not run. You can click
this link to go to a Web page for a list of cards that will run Aero.

System

Issue Type Category Action Reguired

Wideao card After installing Wwindows Wista,
7 1N

we recornmend upgrading

wour video card

Explanation

Your current video card will not suppart
the Windows Aero™ user experience,
Contact your computer manufacturer or
retailer to see if an upgrade is
available, Click here for a list of video
cards that support Windows Aero,

The graphics card in this computer is adequate to run Windows Vista Home.
It also could run Vista Business—if you didn‘t mind using the Windows Vista

Basic theme instead of Aero.

8

prepare to upgrade



buy a new PC for vista

It may not be worth the cost or trouble to upgrade a computer to Vista, and
upgrading may not even be an option with some computers. For instance,
some notebooks cant be upgraded to the degree that Vista requires. On the
other hand, a brand-new, bargain-basement computer also may not have
what it takes to run Vista.

4

Recycle Bin

John

Windows
Vista Upgra...

=

Metwork

a

Control Panel

<) =M 539PM

Be careful when shopping for a new PC. You'll see two labels for computers
that can run Vista: Windows Vista Capable and Windows Vista Premium Ready.

Not all PCs labeled Windows Vista Capable can run all the features of Vista.
Vista Capable PCs are guaranteed to run Windows Home Basic, but they may
not support the features of higher versions, such as the full Aero interface or
the Windows Media Center. For that, you need a Vista Premium Ready PC and
a copy of Vista Home Premium or Vista Ultimate.

prepare to upgrade 9



clean up the hard drive

Before installing Windows Vista or moving your data from an old XP system
to a new Vista computer, it's a good idea to run some of the hard drive utili-
ties of Windows XP to make sure the transition goes as smoothly as possible.
You should also back up important data in case disaster—like a power failure—
strikes in the middle of your installation.

Your maintenance tasks include automatically deleting old unwanted files, run-
ning error-checking and defragmentation programs, and backing up your data.
This is all done from the Disk Properties dialog.

Open n Open My Computer and right-click
o . the hard drive icon.

Search...

Ed Choose Properties from the short-

t sharing and Security. ..
S r— cut menu.
Copy

Create Shorbcuk

Local Disk (C:) Properties

Fename :
General | Taols | Hardware | Gharing|
S | |
Type: Laocal Disk
File system:  FAT32
B Used space: 2,778.292.224 butes 258 GE
B Free space: 13,311,041 536 bytes 123 GB
Capacity: 16.089,333,760 bytes 14.9GB
First you’ll run a utility to delete
old files.
. . . - Drigk Cl
E] In the Disk Properties dialog, Diive C
click the Disk Cleanup button.
0] ] ’ Cancel

10 prepare to upgrade



&. Disk Cleanup for (C:) ?|X n The Disk Cleanup dialog
Digk Cleanup |i*"|0re Optiohs | / aPPeanS. SeleCt a” the Check
boxes in the center.

- rou can uge Disk Cleanup to free upto 1,122 KB of digk
g zpace oh [C:).
Files to delete: o E CI |Cl< O K

é Temporany [nternet Files GEE . ..

[ # Recycle Bin 0kE B Whel’l that 1S ﬁn|5hed, gO
I e Log Fes Z1K5 8 back to the Disk Properties
Tempoarary fles a4 kB ) .

[ WebLlent/Pubisher Termporary Files KB ¢ dialog and click the Tools tab.
Total amount of disk space you gain: 1.122 kB

Description

Downloaded Program Files are Activel contrals and Java applets
downloaded automatically from the Internet when vou view certain
pagesz. They are tempoararily stored in the Downloaded Program

Files folder on wour hard disk. Local Disk (C:) Prorerties

'lGeneraI| Toals | Hardware | .Sharingii

Ernrar-checking

I Thiz option will check the volume for
1 s,
[ 0k ] [ Cancel ]

Check Mow...

D efragmentation

i ophion will defragment files on the volume.

1
E4 Under Error-checking, click PR
the CheCk NOW button @[ Thiz option will back up filez on the volume.

— [EJ In the Check Disk dialog that

appears, select Scan for and
attempt recovery of bad sectors.

Ok ] ’ Cancel

Check Disk Local Disk (C:) PIx

Check disk options

[ automatically Fix file system errors
- Scan For and attempt recovery of bad sectors

- E] Click the Start button. If the Check Disk

(

4 utility finds a problem, it will ask you if you
/ want to repair it. If so, back up your impor-
—— T tant data first. Then go back and run Check

Disk again.
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defrag the hard drive

Now it's time to defragment (or defrag)
the hard drive. You’ll back up your data

after that.

n Back in the Disk Properties dialog,

under Defragmentation, click the
Defragment Now button.

Local Disk (C:) Properties

ZlGen_eraI| Tools |HaldwTare :-Shalingii

Ermor-checking

Thiz option will check the wolume for
BIors.

Check Mow...

D efragmentation

w& Thiz option will defragment filez on the volume.

. Disk Defragmenter

Bl
Defragment Mow. ..

Backup
&I This option will back up files on the volurme.
Backup How...

ok ] ’ Cancel

File  Action ‘Wiew Help

H 2

Yolume Session Status | File System Capacity Free Space

= (:) Stopped 12,40 GB

% Free Space

Estimated disk usage before defragmentation:

Estimated disk usage after defragmentation:

Analyze ” Defragment ]

M Fragmented files B Contiguous files O Unmovable files [ Free space

E1 The Disk Defragmenter
window appears. Click the
Defragment button.

12
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back up your data

If you use Windows XP Professional, the Windows Backup utility is preinstalled.
For Windows XP Home Edition, you’'ll have to install it from your Windows XP
disc if you haven't already. Once it’s installed, follow these steps.

n Make sure your backup medium is connected to your computer. This can

be an external hard drive or fl
DVD disc in the optical drive,

Ed Go back to the Disk Prope

ash drive plugged into the USB port, a CD or
or a network drive.

rties dialog and click the Backup Now button.

B} The Backup or

Restore Wizard appears.
Click through the
screens until you get

to the What to Back

Up dialog. Click My
documents and settings.

] Click Next. \

‘what to Back Up
“r'ou can specify the items you want to back up.
= Sl

“What do pou want to back up?
L (& My documents and settings

Includes the My Documents folder, plus your Favaontes, desktop, and cookies.
() Everyone's documents and settings

Includes every uzer's My Documents falder, pluz their Favorites, desktop, and
cookies,

(3 Al infarmation on this computer

Includes all data on thiz computer, and creates a spstem recovery dizk that
zed bo reztore ‘Windows in the caze of a major failure.

() Let me choose whal

Backup or Restore Wizard E|

Backup Type. Destination, and Hame
Your flez and settings are stored in the destination you

. < Back ” Mest > l ’ Cancel
specify, @
=

E Select your backup des-
tination from the Choose a

Choose a place to save your backup:

ZA

v| [ Browse.. place to save your backup

33 Floy 2

menu. If you don't see it,

|Backup

| click the Browse button to

find your backup media.

I3 In the next screen, click

<Back ][ Net> ] [ Concel ] the Finish button.

prepare to upgrade
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check your system p.4

» Vista hardware requirements
may seem strict, but even
owners of Apple computers can
run Windows Vista, using some
special software. Mac users
running Vista can follow the
information in this chapter and,
in fact, in the whole book.

o The hardware requirements for
running Windows Vista on a
Mac are the same as those for
any computer. The CPU must be
an Intel processor, which means
Macs older than a few years are
incompatible with Vista.

e Mac users have several Vista-
enabling software choices.
Mac OS X 10.5 Leopard comes
with Boot Camp, which lets you
reboot a Mac into Windows XP
or Windows Vista. For Mac
OS X 10.4 Tiger, you can down-
load Boot Camp for free at
www.apple.com/bootcamp.

e For running Windows and Mac
OS X at the same time, you can
buy a copy of Parallels Desktop
(www.parallels.com) or VMware
(www.vmware.com).

14

Parallels and VMware also have
versions for standard Windows-
based computers. Microsoft also
has one called Virtual PC. These
programs let you run Windows
XP and Windows Vista both on
the same computer and at the
same time. Now that’s ultimate
Windows.

run upgrade advisor p.7

The Windows Vista Upgrade
Advisor isn‘t always correct.
When it can’t locate installed
Vista drivers, it may tell you that
some peripheral devices won't
work. But devices such as print-
ers sometimes do work without
new Vista drivers, even though
Upgrade Advisor might say
otherwise.

If you'd like a second opinion,
try the AMD/ATI Vista Readiness
Assessment Tool. It's a Web-
based tool that downloads a
program to your computer. It
can provide more details than
Microsoft’s Upgrade Advisor.

To use it, point your browser to:
http://ati.amd.com/technology/
windowsvista/AreYouVistaReady.
html.

prepare to upgrade


www.apple.com/bootcamp
www.parallels.com
www.vmware.com
http://ati.amd.com/technology/windowsvista/AreYouVistaReady.html
http://ati.amd.com/technology/windowsvista/AreYouVistaReady.html
http://ati.amd.com/technology/windowsvista/AreYouVistaReady.html

2. install windows vista

Windows Vista comes preloaded on many brand-new PCs. If you already have
a computer with Windows Vista installed, you can go directly to Chapter 3,
“*Move Files & Settings from Another PC.”

If you want to upgrade your computer from an older version of Windows, read
on. You’'ll need a Windows Vista installation disc and at least 15 GB of free hard
disk space on your PC.

To get started, insert the Windows Vista DVD. After some loading of data onto
the computer, the screen below appears.

SI=

»

Windows Vista:

Install now :)

ing *Windows

Microso®. Corporation. All rights reserved.

Click the Install now button and you’re on your way.

15



begin the installation

During the installation process, Windows will restart several times, booting
from the DVD and then rebooting from the computer hard disk. You'll then
get a window asking you to enter the product key number that came with

your copy of Windows Vista.

n Type in the product

-

AT e b

The product key sticker looks like this:

OB D B e D

Product key (dashes will be added automatically):

st

e

key code. ||

E Check Automatically ~_
activate Windows when
I’'m online.

EJ Click the Next button.

~ |v Automatically activate

What is activation?

&=

Windows when I'm online

"
@ £7 Install Windows ﬁ

16

Please read the license terms

MICROSOFT SOFTWARE LICENSE TERMS ﬂ
MICROSOFT WINDOWS VISTA

These license terms are an agreement between Microsoft Corporation (or based on
where you live, one of its affiliates) and you. Flease read them. They apply to the pre-
release software named above, which includes the media on which you received it, if
any. The terms also apply to any Microsoft

updates,
supplements,
Internet-based services, and

support services

| 1 In the next dialog

that comes up, accept
the software license
terms by checking
the box in the lower
left corner.

— B dlick the Next

button.

install windows vista



choose installation type

The next window asks you to choose between two types of installations.

Which type of installation do you want?

Upgrade
Keep your files, settings, and programs and upgrade Windows,
Be sure to back up your files before upgrading.

; Custom (advanced)
| Install a clean copy of Windows, select where you want to install it, or make changes
k' to disks and partitions.
This option does not keep your files, settings, and programes.

Help me decide

The Upgrade and Custom installation options are almost the same. Both will
erase your old operating system on the hard drive while installing Windows
Vista. The difference is that Upgrade saves your files, settings, and applications
and reinstalls them after installing Vista.

The Custom option is useful for upgrading a new PC that came with Windows
XP, or a PC that it’s OK to completely erase. The Custom installation method
also gives you some additional options.

Click one of the installation types to continue.

install windows vista 17



configure drive options

If you clicked Custom, this window will appear. Here you can make some

changes to the drives attached to your computer.

The Where do you want to install Windows dialog will list the hard drives
connected to your computer. If you have more than one drive or partition,
click the drive where you want to install Windows Vista.

@ £7 Install Windows

|

Where do you want to install Windows?

| MName | Total Size

Free Space | Type

| ::i-, Disk 0 Unallocated Space 156 GB

15.6 GB

+3 Refrech

&* Load Driver

Load Driver is an optional step
that lets you install software
for third-party devices that
you might have plugged into
your computer. If you use this
option, you'll need a CD from
the device manufacturer.

18

Drive opticns (advanced)

N

Drive options
opens another
window that lets
you divide the hard
drive into multiple
partitions, each of
which looks like a
separate drive.

If you are finished

or don‘t need to use
any of these options,
click Next.

install windows vista



name user & computer

The installer will restart your computer again and display several messages.
The next window that appears asks you to create a user name and password.

u £ Set Up Windows

Choose a user name and picture

Your user name and picture represent your user account. The account y

Type 2 user name (for example, John}:

computer administrator account, Nou can create more accounts later in Control Panel.)

you create here is a "
// Ed You can type a pass-

John|

Type a password (recommended):

Choosea picturr:fcr our user account:

n Type a user name for
yourself in the top field

/

word for your computer.
This is optional. You
should use a password if
you're installing Vista on
a laptop or a computer
you use at work.

— E dlick a picture.
—— B dlick the Next button.

A new window appears that asks for information to identify your computer.

3 windows will choose a
name for your computer.
If you want to change it,

@ £ Set Up Windows

Type a computer name and choose a desktop background

type a new name here.

I3 click a picture to be used
on the desktop. If you don't,
the first picture on the left
will be used. (Chapter 5
describes how to change the
desktop picture, and even
use your own photo.)

B2 Click Next.

A

Choose a desktop background (you can make changes later in Control Panel):

{0 B

Typea ccm[Jtel name (for example, Office-PC):

install windows vista



finish installing vista

The next configuration window that appears asks you to choose one of three
options for software updates and security.

&5 B3 Set Up Windows

Help protect Windows automatically

(i Use recommended settings
\ Install impeortant and recommended updates, help make Internet browsing safer, and

check online for solutions to problems.

@ Install important updates only
Only install security updates and other important updates for Windows.

@ Ask me later
Until you decide, your computer might be vulnerable te security threats,

Learn more about each epticn

When you use recommencded settings or install updates only, some information is sent to
Micraseft. The information is not used te identify you or contact you, Read our privacy statement

The Use recommended settings option allows Windows to check for
updates on the Internet and to install them. This setting also turns
on security settings for Web browsing and attempts to block harmful
software such as viruses. This is the best option to choose when
installing Windows Vista.

— |nstall important updates only allows updates for Windows to be installed,
but it does not turn on Internet security.

— Ask me later does not allow Windows to check for any updates and does
not turn on any security settings. A drawback is that you may miss peri-
odic security updates that Microsoft creates to keep your computer safe.

Click one of the three options to continue with the installation.
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Windows will ask you to check the date and time settings on your computer,
and will then bring up this final setup window.

@

@ B SetUp Windows

Thank you

Click Start to complete
/ the installation and
launch Windows Vista.

When Windows Vista first appears, it brings you to the Welcome Center,

where you can find information about your computer as well as change some
of the settings.

r [=]EE=E
B OC - ‘ W <« System and Maintenance » Welcome Center - | 5 | ‘ Search P | m‘

We’'ll come back

Windows Vista™ Ultimate <» Show more details

to th e We | come \ 7 ;31E;:.;EEF{I;EI(R] CPU 1400 @ 1.83GHz
Center |ater l:w_‘; 4 | Standard VGA Graphics Adapter

Computer Name: John-PC

in the book.
For now, you
have ﬁnIShed !&.“ View computer details I&% Transfer files and settings % Add new users
upgrading your ¥

Computer tg w Connect to the Internet %@p Windows Ultimate Extras q\f What's new in Windows Vista
WI nd OoWSs VI Sta . Show all 14 items..,

2, Offers from Microscft (7)

( By | Go online to learn about Download Windows Live Sign up enline for Windows
U Windows Live Toolbar Live OneCare

Go online to Windows si| Download Windows Live Mail Download Windows Live
Marketplace ‘ desktop Messenger

Show all 7 items...

1. Get started with Windows (14)

B Welcome Center 0 o 00 M
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begin the installation .16

22

The Automatically activate
Windows when I'm online option
that you checked during instal-
lation causes your computer to
contact Microsoft via the Inter-
net three days after you launch
Windows Vista for the first time.
Windows will send Microsoft
the product key to verify that
you have a legal, not-counterfeit
copy of Windows.

Microsoft gives you 30 days to
activate Windows Vista. If you
don’t, Windows will tell you
how to activate by phone or by
purchasing a new key online.

If you still don't activate after

30 days, Windows will run in
Reduced Functionality mode.
This turns off some features,
including the ability to create
new files. This mode also disables
Microsoft Office, rendering your
computer less than functional
until you activate Windows.

If you didn’t choose the option
to automatically activate when
you installed Windows, and you
don’t want to wait for Windows
to get nasty, you can activate by
Internet or phone. To find out
how, open the Start menu, select
Help and Support, and search

for activate. Then click Activate
Windows on this computer.

name user & computer
p. 19

You can change the user name,
picture, and password that you
set during installation. Go to the
Start menu, choose Welcome
Center, and then double-click
Add new users. The dialog that
appears lets you change your
own information.

In the window that appears, you
can also add other users for this
computer, each with their own
password.
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3. move files & settings
from another PC

The hardest thing about moving to a new computer is getting all your settings
(your bookmarks, passwords, etc.) and files onto your new computer. Windows
Vista takes the work out of this with software called Easy Transfer. This utility
runs on both your new Windows Vista computer and your old Windows PC. It
finds your files and settings, including Internet configurations, Windows system
preferences, and application settings. Easy Transfer moves these files from your
old Windows XP or Windows 2000 computer to your new computer using one
of the following methods:

e The Easy Transfer Cable, a special USB cable that comes with software that
you install on your old computer; this is the easiest option

e A network, such as an Ethernet or a wireless network

e DVDs or CDs

@ Windows Easy Transfer =2
e An external hard drive
. Welcome to Windows Easy Transfer
e A USB flash drive
Windows Easy Transfer enables you to transfer fles and settings from one computer to another. No information is
deleted from your ald computer.
In this chapter we will
. your old computer, make sure the programs are installed on the new computer before you start,
use a USB flash drive as
an example/ but we will Which versions of Windows work with Windows Easy Transfer?
. Ga anline to learn how ta imprave your transfer experience
also point out how to 9 . ,
3 -‘
use other options. = e
Old computer You can transfer: Mew computer

S8, User accounts

U Falders and files (including music, pictures, and video)

(5 Pragram settings

& Internet settings and favorites

1 E-mail settings, contacts, and messages

Het
—
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start easy transfer

If your old PCis running

Windows XP or Vista, you can transfer both files and

settings to your new computer. If your old computer is running Windows 2000,

Easy Transfer will move

only files.

You begin the transfer by starting the Easy Transfer software on the new

computer.

Bl Click the start butto
Start menu.

E Windows asks you for G) Windows needs your permission to continue

permission to proceed.
Click Continue.

E] Windows welcomes
you to Easy Transfer.
Click Next.

n and choose Windows Easy Transfer from the

User Account Contral (=3

If you started this action, continue,

% Windows Easy Transfer
* Microsoft Windows Publisher

\:f Details LContinue H Cancel

User Account Control helps stop unauthorized changes to your computer,

@ su Windows Easy Transfer &’
Do you want to start a new transfer or continue one in progress? )
1 cClick start a
new transfer i
S Startanewtransfer =——— trans n
Twant ta select files and settings to transfer to a new computer. th e next Wi nd OW
< Continue a transferin progress that aPPearS.
Tve already selected the files and settings that Iwant to transfer,

B Easy Transfer
now asks which
computer you
are running. Click
My new computer. —T]

24

@ wa Windows Easy Transfer

Which computer are you using now?

L ‘ My new computer
fme" MP--,,T Iwant ta transfer files and settings fram my ald computer to this computer.

! My old computer
Iwant to transfer files and settings from this computer to a new computer.

move files & settings from another PC



choose transfer method

The next window asks you how you want to move the data.

Using an Easy Transfer Cable is the easiest way to move your files and settings
to your Windows Vista computer. They are available from various manufac-
turers and can be found in computer stores or online (the price was about 530
at the time Vista was released). Each cable comes with a CD of transfer soft-
ware to install on the old computer. The drawback is that you might use the
cable only once.

[

@ s Windows Easy Transfer

Click Yes, | have
an Easy Transfer \ Do you have an Easy Transfer Cable?

i N The Easy Transfer Cable is used to connect two computers. Use it to transfer files and settings from one computer
Ca b | e If yo u a re \to anather withaut using a netwark, €D, DVD, or other remavable media,

Which aptian should Tuse?

using this method

tO move your > # Yes,Ihave an Easy Transfer Cable
data | ntO Shaw me how ta install it and use Windaws Easy Transfer,
Windows Vista. 2 No, show me more options

Let me choose whether ta use a netwark, CD, DVD, USE device, ar external hard disk

A new screen will

provide informa-

tion about using

the cable. Click No, show me more options if you are moving your
data using a network or storage device such as a CD or
DVD, an external USB hard drive, or a USB flash drive
(as in our example).

Portable storage devices like these are a good way to go if the old and new PCs
are in different rooms or buildings. If you have a lot of files, you might need a
lot of CDs to move them all. In this case, DVDs would be better because they
hold 6 to 12 times more data than CDs.

A USB flash drive is a handy and inexpensive way to move as much as a giga-
byte (10 to 20 DVDs’ worth) of data between computers.

A network is the most complicated method if you don't already have one set
up between the computers.
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select method of transfer

If you chose No, show me more options, in the previous window, a new screen
asks you if you've installed Easy Transfer on your old computer.

@ @ WindowsEay Transicr

|5

<+ Yes, linstalled it

computer.

Is Windows Easy Transfer installed on your old computer?

Show me options for transferring files and settings to this computer,

2 Yes, my old computeris running Windows Vista
Windows Easy Transfer is installed by default. Show me aptions far transferring files and settings to this

Click No, | need

to install it now.

% No,Ineedtoinstall it now
Show me options for installing Windows Easy Transfer on my old computer.

The next window asks you how you are going to install the Easy Transfer soft-
ware on your old Windows XP computer. Note that the screen is not asking
how you are going to move the files.

The simplest method is
to use your Windows

@ wa Windows Easy Transfer

Vista installation disc
to install Easy Transfer
on your old Windows
XP or Windows 2000
computer. Although
the screen here refers
to the discas a CD,
the Vista install disc
is actually a DVD.
The only reason not
to use this method is
if your old PC cannot
read DVDs.

26

Choose how to install Windows Easy Transfer on your old computer

Ta collect files and settings, you need to run Windows Easy Transfer on the old computer, and then transfer the
files and settings ta this camputer, Be sure ta choose a type of remavahle media or device that works on yaur ald
computer.

<D

Use a blank, writable {CD-R} or rewritable {CD-RW] disc

USB flash drive I

Ta use a USB flash drive, plug it in naw

External hard disk or shared network folder
h--ék Choose a location that both computers can access

& & Windows installation disc or Windows Easy Transfer CD
L/

move files & settings from another PC



run software on old PC

You can now run Easy Transfer on your old Windows XP or Windows 2000
computer.

n Insert your Windows Vista DVD into your old computer. The Windows
Vista installation screen will appear in Windows XP.

-

% Install Windows

v.

Wind ows- Vi sta

Check com patibility online 3

Install now ;

What to know before installing Windows

Transfer files and settings from another computer

Copyiight ® 2006 Mic iosoft Compomtion. All lights eserved.

& Instal " @ %y, 10:40PM

E Click Transfer files and settings from another computer.
(Don‘t click Install now!)

B Click Next in the welcome screen that appears.

move files & settings from another PC
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copy data from old PC

The Easy Transfer software running on your old Windows XP machine will now
ask you how you want to move the data to the new Windows Vista machine. In
this example, we’ll select USB flash memory. But you can choose another option.

If you choose Use © B Windows Eay Tanster .

an Easy Transfer
Cable, a window \

Choaose how to transfer files and settings to your new computer
will appear asking \
you to connect Use an Easy Transfer Cable (recommended)

2 IMake sure that you can plug the cable inta both computers at the same time
the old and new "
com Pute rs W|th A Transfer directy, using a network connection
~1~ Bath computers must he connected to the same netwark
the cable. The
. J _{& & Use a CD, DVD, or other removable media
ca ble Pl Ug S ntO d l W You can use a USE flash drive, external hard disk, or a writable or rewritable CD or DVD

USB port on each Bl
machine.

If you choose Use a CD, DVD, or other removable
media, a window will appear asking you to choose the
type of device.

If you choose Transfer
directly, using a
network connection, Y p—— -
a message may come

up asking if Easy
Transfer can change
a firewall setting to

allow the transfer over %D‘ blank, writable (CD-R or CD-RW) disc
the network. Click Yes, i S flash drive

then follow the e e
directions in the
next few screens.

Choose how to transfer files and program settings

Make sure your chaice works on bath computers.

S External hard disk or to a network location l

T Choosealocation that both computers can access
s

We will click USB flash
drive in this example.

Windaws Easy Transfer \ &J

Your firewall is blocking Windaows Easy Transfer from tking the network.
Can Windows Easy Transfer unblack itself fram the fireall?
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You can plug in your USB flash drive at this point. (If you previously chose to
use a CD or DVD, you’d be prompted to insert a blank disc.)

@ @ Windows Fasy Transfer

Plug in an emply USB flash drive

F you den't have anather USE flash drive, connect the dirve that wou're wing to your new computer. When

transtes 1 complete. seconnect the sty USE Mah dirve to this <omputer to contmue

Chek the diree yon wand ta e

prompted, rn Windows Easy Transfer and copy the fisst sét of files and settings £ your new computer. When the

Once the USB flash drive is
plugged into one of your
computer’s USB ports, choose
a device letter here to select
your flash drive.

===}

>~
_ | .

edl b e ot o Ehe ather compates

Confim password

Talelp protect your files and settings during the transfes process, you <an create 3 password for the
locatian where the files e stosed Make sare that you wiite down o save the password becaue
youllneed to

=
Create password I_uunnumldnl.‘—/__'

You can enter a password
— here if you like. If this is
your home PC, it really
isn't necessary.

| Click the Nelxt button when
you are ready to bring up

Q & Windows Easy Tranafer

the next dialog window.

What do you want to transfer to your new computer?

Alter yoia chiaie an aption, pou an chious how ta uve the mfamation s o nes campites

.; All user accounts, files, and settings
¥ Y {Recammenided)
s My user account, files, and settings anly

< | Advanced options
=

Click All user accounts,
L— files, and settings.

— A window appears
asking you to review
what will be moved.

@ @ Windows Easy Transfer

=)

The Customize button lets you
remove files or settings from
the set you’ll transfer to your
new PC. When you are ready
to continue, click Transfer. ——

After your files are copied
to your media, a finish screen
will tell you to go back to

b | Customize

Review selected files and settings

To transfer files from locations other than shared folders or the Documents falder for each user, click Files in other
locations, and then select each location that you want to transfer. Windows will transfer data files in the locations
you select

4 System and program settings (all users)
= & Administrator
I Application Settings
= I) Dacuments
(& Desktop
¢ Favorites
() My Documents
Wy Music
(2 My Pictures
& [0 Windows Settings
[ Files in ather locations

] Transfer size: 5900 MB

[ Tramster

your new computer.

move files & settings from another PC
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copy data to vista

To start the final stage of moving your data from your old PC, go back to your
new Windows Vista computer with the media that you used to collect your
data. Again, we are using USB flash memory as an example.

n Plug the USB flash drive or external hard drive into your computer’s USB
port. Or, if you used CDs or DVDs, insert the first disc into the new computer.

Ed if the Easy Transfer

program isn‘t open or =mEn
Windows doesn't launch |9 wl= < femmietsc» [l a
it, go to Computer and ‘ Organize + Views ~ ¥ Ope ~ B E-mail )
double-click the stor- Name__ Daemodtcd Ty I8
. R !1: ctments |5%| Dason's Heroes 11/19/2006 9:58 PM  Rich Text Docume...
age device yOu are using o [=1gottheBluuvegrass..  10/16/20061102..  Rich Text Docume.,
s &2 IMG000L 11/26/2006 11:22 .. Migration Stare -

to tranSfer data In the 5| Life of Muhammad 11/5/2006 9:13 PM Rich Tex§ Docume... -
window that opens, oller | - 3

H - e~ IMGO0001 Date modified: 11/26/2006 11:22 AM
dOUble_Cllck the ﬁle that Q Migration Store t Size: 161 KB
has a hame beg“’”’”ng 2 P Date created: 11/26/2006 11:22 AM

with IMG and the type
Migration Store.

B W| ndOWS asks sa Windows Easy Transfer ﬁ
your permission
to Proceed . CI |C|( Type a new user name or clicka name in the list
Co ntl n u e . Ea Sy To create an account on the new computer, type a user name. You can type the same name or a new name far an

. account an the ald computer,
Transfer will

User account an the ald computer: User account an the new camputer:

launch.

3?_) Administrator

John i

n Easy Transfer

asks you for a

user name. Click

on the arrow to

show the drop-

down menu.

C“Ck on your /L F you create a new account the passward is not transfened to the new computer. You will be prampted to
create a password for the account the first time that you log on to the new computer.

name in the list

and click Next.
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B Easy Transfer —
asks you to review
selected files and
settings from your
old PC that are

now stored on your

@ & Windows Easy Transfer

Review selected files and settings

transfer media.

Click the plus (+)—"

signs to see the
details.

[ click Transfer —
to start copying

your files and
settings to

L [7 Application Settings
Shared Folders
= Windows Settings
Accessibility
Additianal Optians

Appearance and Display

[ Communications and Sync

Date, Time, Language and Region
Hardware

= Metwork and Internet

Intemet Options
_— T

n

Transfer size: 8.00 MB

Windows Vista.

sa Windows Easy Transfer

=]

The transferis complete
logged an wall be displayed.}

Transfer sumimary:

42 Useraccounts: L

| Files: 712

(. Folders: 83
Pragram settings: L2
& System settings: 75

Shaw me everything that was transferred

Yau can now view the files and settings vou chase ta transfer. (Only files and settings for the user wha is currently

Close

move files & settings from another PC

— ﬂ After the files and settings are moved to your hard drive,
Easy Transfer gives you a summary of what it moved onto your
Windows Vista PC. Click Close to move to the next screen.

E] Easy Transfer will
ask you to reboot
the computer. Click
Restart.
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start easy transfer p.24 choose transfer method

« Another way to open Easy p.25
Transfer in Windows Vista is  Having trouble deciding which
to open the Welcome Center transfer method to use? Consider
and double-click Transfer files how much each type of storage
and settings. holds.
e CDs hold 600 MB or 700 MB
of data.

e DVDs come in two capacities:
Standard DVDs hold 4.7 GB
of data; double-density discs
hold 8.5 GB.

o A USB flash drive can hold as
much as 4 GB in a package
about the size of your thumb.

o USB external hard drives can
hold up to several hundred
gigabytes, which is useful for
moving large volumes of data.
A network is also good for
big file moves, as is the Easy
Transfer Cable.
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4. explore windows vista

Now that you have Windows Vista installed, you can dig right into the great
new features that it has to offer. You'll also want to personalize Vista to your
own liking.

In this chapter, you'll take a tour of some of the features that you won't find
in Windows XP. This includes the Aero theme and its associated features, such
as Flip 3D. You'll learn how to use the miniapplications called gadgets and the
flexible new search capabilities. You'll discover how to switch between themes
and customize some of Vista’s new features.

WIKIPEDIA B8

Top tips for organizin ..

Prepare your PC for b...

Homework headach. ..

5 great freebie games
4 97-100 ¥

G NN
4 Jan 07 »
SM|TW T|FlsS

1| 2i 34 5|6
7| B sjiotin iz 03
14 15 16 17 13 19 20
21 23 2 25 26 7
2 2 33

Wednesday

® e

{ Clsun

Google

OB = 357PM
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switch themes

Windows Vista includes three different themes that you can use to change the
way the environment looks. As in Windows XP, switching to a different theme
changes the shapes and colors of interface elements such as buttons, windows,
and menus. Unlike in Windows XP, changing Vista themes can make some fea-
tures unavailable. These are the three themes:

e
[ EE

Windows Aero

-

Tolls E%l Windows Vista Basic
v | ¥4 || Search
.j_@.
_I —'Em Windows Classic
- [‘El Search @

lilable for your computer,

The most noticeable
characteristic of the
Aero theme is the
transparency of its
window frames and
menus: You can see i :
what’s behind them. ot CPU Meter

&

Currency Feed Headlines  Google Searchbar

The Aero theme also has
a few features that are
unique to it. The Flip 3D
method of switching
between windows is onIy () Show details @ Get more gadgets online
available when the Aero
theme is turned on. (Flip
and Flip 3D are described
later in the chapter.)
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The Windows Classic B sample Pictures ' ~lo/x
theme a PPrOXI mates 6‘00 b FPuinc Pictures ~ Sample Pickures

. Public

(2]
th e |OO k of WI n d OWS Orgarize B Ceshiop :l slide Show s Print | E-mail 2% Sharing Settings @
versions before PO ) [ it R ——— =

E| Dacument:

Windows XP. HOwever,  E firs | w coe
folder windows still B e 2 e
E

Coribrol Panel

have the structure and I sortes | e e e
Public

features of Windows :

ViSta, including the Falders

\_E Public Yideos &

new address bar and || Recorded ¥
1M Computer

fO'del’ ||St. i:-lﬂ Netwark

<

Il

[ Control Panel LI Tree \Waterfal Winter Leaves z
N Tree Date taken: 9/3/2005 5:40 PM Dimensians: 1024 x 768
JPEG Image Tags: Add atag Size: 751 KB
Rating: © *

View

i If you don't care for Aero’s transparency, you can easily
- switch to the Windows Vista Basic or Classic theme.

Paste

i E} Right-click the desktop to bring up the
T shortcut menu.

B& Personalize

Personalize appearance and sounds

Window Color and Appearance '

Fine tune the color and style of your windows.

! Desktop Background
Chaose from available backgrounds or calors or use one of your swn pictures to decarate the
desktap.

Ed select Personalize.

El The Personaliza-
tion window appears.
Click Theme.

@ Screen Saver

Change your screen saver or adjust when it displays. A screen saver is 2 picture or animation that
covers your screen and appears when your computer is idle for a set period of time.

24 Sounds

Change which sounds are heard when you do everything from getting e-mail to emptying your
Recycle Bin.

\& Mouse Pointers

Pick a different mouse pointer. You can also change how the mouse pointer looks during such
activities ac clicking and selecting.

ﬁ* Theme

Change the theme. Themes can change a wide range of visual and auditory elements at one time
including the appearance of menus, icons, backgrounds, screen savers, some computer sounds, and
mouse pointers,

See also ! Display Settings
Taskbar and Start Menu Adjust your monitor !’ESDh.JUDH,.WHi(h changes the view so more or fewer items fit on the screen.
You can alse control menitor flicker (refresh rate).

Ease of Access
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switch themes cont)

e ==
Themes

A theme is a background plus a set of sounds, icons, and other
elements to help wou personalize wour computer with one click,

Theme:

Ir\:lqu_:jifi,ad Theme _v] Save As.., Delete
Modified Theme
My Current Theme
Windows aero
‘Windows Viska
Wwindows Classic
Erowse. ..

indow Test

ﬂ The Theme Settings dialog
appears. In the Theme menu,
select Windows Vista.

B dlick ok.

&
5

[ K, ]l Cancel ] Apply

You won't be able to switch from the Windows Vista theme to the Windows
Aero theme if you are running Windows Vista Home Basic, or if your computer
doesn’t meet the hardware requirements for Aero (see Chapter 1).
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switch windows

Using the taskbar is not always a quick way to locate the window you want,
particularly when you have a lot of windows open.

Vista offers a better way. Press the Alt and Tab keys, and a feature called Flip
appears. It presents all of the open windows in a box. By pressing the Tab key
while holding down the Alt key, you can cycle through each window, highlight-
ing one at a time. When the window you want is highlighted, release the keys
and the window will open.

. In the basic Vista theme, Flip shows
MSN.com - Windows Internet Explorer ~

€ Jem

£
— -

/ you icons and window names.

In the Aero theme, Flip provides
previews of the actual windows.

Aero has another trick for
switching between win-
dows. Instead of pressing
the Alt-Tab key combina-
tion, press the Windows
and Tab keys. This launches
a feature called Flip 3D.
Here, the windows line

up in a 3D stack. Pressing
the Tab key cycles through
the windows. The Desktop
appears as one of the win-
dows. When the window
you want is in the front,
release the keys.

Another way to bring up Flip or Flip 3D is to click
the Switch between windows icon in the Quick
Launch area on the taskbar.
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search for files

Finding files in Windows Vista is easier and quicker than ever. Every folder
window has a search box for finding files that reside within that folder.

G-

Loy = Search Results in Docu... - | sy | | flo

-
Favoarite Links Fame »  Date madified
|i=!| Forest Flowers
!E. Documents == Bl
li=|Frangipani Flowers

ﬂ:\. Pictures [=] Garden
Mare » | Office2007_Powerpoint_Draw]
wia| Office2007_Powerpoint_Fills_
Folders ¥ | |4 Office2007_word_ARTFILLGR
Contral Panel ~ | || README
% Recycle Bin = Waterfall

|4 Search Results in Dacun | Winter Leaves

@ Document | WPF_MultiImage_FlowDaoc |
[ E-mail Did you find what you were sear
[ Music El Advanced Search

) Picture =

(‘ 10 tems

b

o

‘ Organize Views ~ (M SaveSearch ,* Search Tonls

Type

ng_Fills_Texture
attern
DIENT

hiteText

hing for?

—_ As soon as you
start typing,
Vista instantly
returns search
results right in
the main pane
of the folder
window.
Double-click a
file to open it.

with a single mouse click. In

e-mail, music, or pictures. Si

— click Picture.

38

You can narrow the search results

the

Folders list, you can filter your
results by type of file: documents,

nce

we are looking for photographs,

In this example, we are looking for photographs
of flowers in our Documents folder. To do that,
type the word flow in the search box. The results
include files with the word flower in the filename,
as well as files with flow inside the file, in the
author name, or in the files’ keyword tags.
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The window now displays only the files from the search results that
are pictures.

Notice now that only two of the files have the word flower in the
filename. How did Vista know to display the file called Garden? To

find out, click the file. /
/
@Cv|_ﬂ] « Picture - | ‘f| |f|ow / * |
‘ Show cnly: All E-mail  Document v

IMusic Other Advanced Searchi:\_{ﬁ'|

f . . . - T —
‘ Organize ~ | om Views ~ g Preview -L.. Save Search

Fadiorre Lk Name) Date taken Falder Tags Size 3
Ei Documents
E' Pictures

More »

Folders ™ | Forest Flowers  Frangipani Garelen Waterfall Winter Leaves

|4 Search Results in De = Flawers

I—Lu Document Did you find what you were searching for?

) E-mail Advanced Search

[ Music o

[ Picture L4
Garden Dite taken: 4,/9/2004 7:17 AM Dimensicns: 1024 x 768
JPEG Image Tags: Sample Flowers Size: 504 KB

Rating: % %8 % wl

We find the answer in the Details pane. In the Tags
field we see that one of the keywords is Flowers.
This is why the search results included this file.

Tags are descriptive words you can add to files right
here in the Details pane. (See Chapter 8 to learn how.)

You can further narrow your search by clicking
— Advanced Search.
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search for files (cont)

(===

@Qv|_ﬂl <« Picture

v|"'f||ﬂc|w

x |

When you

| Showenly: Al E-mail  Document | Picture | Music  Other

Advanced Search":f_\ﬁ-|

Location .MT.\Documents

Name Specify

-‘ [is before q. 1/23/2007

IDate taken

Add at

Tags

Size (kB) °™
[ Include norgindexed, I’ iles (might be slow)
is after

* BEWiews ~ @ Preview ~ B SaveSearch

‘ Organize

.
Mame Date taken Falder

Favarite Links

!E. Documentgs
More »
Folders A
| Garden Date taken: 4/9/2004 7:17 AM
] JPEG Image Tags: Sample; Flowers
Rating: % o4

__." Search Tools =

Dimensions: 1024 x 768
Size: 504 KB

Title Add a1

click Advanced
Search, the

— search pane
expands to
give you more

options.

Tags

You can also limit these search
results to older or newer files.

Windows Vista’s Start menu also
has a search box. A search in a
folder window looks only in that
folder and its subfolders, but the
search box in the Start menu
returns results from everywhere
on your computer. Vista displays
the search results right in the
Start menu.

Here, a search has found pro-
grams, files and folders, and
e-mail. Click any item to open it.

Programs
= Disk Cleanup
[ Disk Defragmenter
@I‘ﬂemor}rDiagnostics Taal
Files
. Dixon account
| Motes on Dixon
% Motes on Dixon
i Office2007_Excel_digit_farmats
4| Office2007_Page_direction
| Other One
L Inbox
J Fax
| Drafts
| Ebank statements
) WPF
| Scanned Documents
| Southside
| Praject Files
| ZipManlnterleaving
Communications
@l | Welcame to Windows Mail

12 See all results

1 Search the Internet

40

e L W

— You can expand

the search to
locations outside
of your folder

in the Location
menu.

Administrator
Documents
Pictures
Music

Games
Search
Recent ltems
Computer
Network
Connect To
Control Panel
Default Programs

Help and Support

|

| flow - Search Result.. |
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explore folders

You may have noticed on the preceding pages that Vista’s folder windows look
quite a bit different than those in previous versions of Windows. Their new
features make managing files easier.

(E=3][E= )
@Dv‘ .« Dacuments » Iije(t Fiies|-| MXDW - |‘7‘ ‘ Search 2| A new Add ress ba r

Bab's jab _g includes ﬂyout menus

‘ Organize * = Views ~ gl Previg :
. Dixon account

Favorite Links Hame . MXDW = that let you open
B Documents 0 DfveeaT, M | Sousice folders anywhere in
- b=|Yasemite - WAL B ) ) B
B Pictures . Properties 12/12/2006 1045, Fi the folder path.
B Music | Thurnbnail 12/12/2006 1045 .. Fi
[ Recently Changed . ZipidInterleaving 12/12/2006 10:45...  Fijl=|
B searches | Zip6dNonInterleaving  12/12/2006 1048 .. Fi [ The fo|der tree Of
| Public . ZipInterleaving 12/12/2006 10:45 ... Fi -
| Ziphonnterleaving 12/12/2006 10 the traditional
Falders v | {aAlphaBlen /372006 6:09 PM © W H
indows Explorer is

VEnotes 12/12/2006 9:33PM M

Other

| Project Files | 44 FullRun 3/6/2006 1100 AM X H H
|| Bab's job L) [ oneBitewo_TIFF 3/5/2006 :L3PM X now bU||t Into every
L Diiaceount L4 PlgBie 3/5/2006 6:09 PM ¥ window. Click a folder
MEXDW < printareal L 3/6/2006 12:09 P Xl .
| Office200] i printarzan2 3/6/2006 L209PM X to view the contents.
Praperi Ll printarea0 3/6/2006 1210 PM X1 T .
i 2 ] —] » Click to the left of a
I Yosemite Date taken: 7/12/2005 4:02 PM Dimensions: 1600 x 1200
H JPEG Image Tags: Yosemite, July Size: 1.80 MB f0|der to expa nd Or
Rati 3 1 H
—— G collapse its view.

Column heads are shown even when files aren’t displayed in columns.
Click a column head to sort the folder contents, even in icon view.

A new feature N e
called Grouping @@-| |« PrWgtFiles » MXDW » v|¢,| Coareh D
organizes folder\
Contents by name/ o - "l Datemj(lified Type Size Tags " -
date, or other g Documents D S‘”:u : G:“'P
. . Pictures | =
criteria. B Music E @i-p =
i Wy 10 @ q-z
& Recently Changed L i =
jhaptgrshs and 9 B Searches printar{ | || Stack by Name =all§ printareal?d
escribe how to | Public
work with folder Folders v
windows in more i ol
. . City College | = : E
deta | | . . Dixon account e
MXDW — . R
, Office2007 - printarea 10 DAVEnates Yosemite i
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work with gadgets

Gadgets are miniapplications that each take up a small bit of screen real estate
and do one thing very well. Many of them pull information from the Internet,
such as the weather or news headlines.

Gadgets live in the Windows Sidebar

(=] Windaws Mail

gwmdows Media Center on the right side of the screen. Before
Windows Media Player
N " you can access Gadgets, you have to
Windows Mavie Maler Administrator turn on the S|debar
Windows Photo Gallery i i
2 Windows Update SERTER
G s E} n the start menu, select All
= Calculato\ PrOg rams.
BEE Command Prompt Music
@ C tto a Metwark Praj . .
D rotepad o B3 click Accessories.
" Paint i . .
‘B Remate Desktop Cannection Bl Search B Click Windows Sidebar.
=] Run
% Snipping Taal Recent tems
L Sound Recorder
%) Sync Center Crinputer
o Welcome Center Hunt grows for kidna. .
M Windaws Explarer / betwork
B Windows Sidebar Connect To NBC/WS) poll: Bus...
EJ. WardPad i
| Ease of Access ContiolPancl Bombs kill scores in ...
| System Toals
. Tahlet PC Defautt Programs Rebound for U.S. nuk .
4 Back Help and Support
|Sfcr1 Search I O i W] | ]
‘::\ ~ =] 4 Jan 07 3
w ) - =& sM Tlw T Fls
I 24 F4] 5] &
) 7| 8| 5110 1T 13113
The see-through Sidebar appears Jlsien 5
on the right side of the screen, =m 3

containing gadgets.

A Sidebar icon appears on the
right side of the taskbar.

[= nR13 PN T T
L4 |=& 'EI"‘ 6:13 PM <Ef @ e13PM
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. Now you’'ll need to customize the Sidebar so that
Gadgets| + . .
- h it contains the gadgets you want.

Women paid for suy.. El Move your cursor over the plus (+) sign at the
top of the Sidebar. The plus sign glows and the

Gingrich would run ... word Gadgets appears.

WF: For Democratic ... Ed click the plus sign.

Make memories co...

4 ways Windows Liv...

o eer El A palette

(4) Pagelof? L appears with
an assortment
of gadgets.

Drag one from
7 o the window to
*“ the Sidebar.

Picture Puzzle Slide Show

4 Jan a7 »
SIM|TIW|(T|F|5S
Il 2| 3| 2| 5|6
Wikipedia Search 7 B| 901011412 |13
14 15 16 17 18 19 20
21 ZEE M s 267
= 28 29 0 31
(% Show details g Get mare gadgets anline

1 Gadgets like
the Weather
gadget grOW 7 8 91011 1213

1415 16 17 15 19 2
1 B2 23 24 35 26 27

larger and display "\ )
more informa- 3
tion when you

3 Wednesday
drag them out o T @
of the Sidebar to
the Desktop.

EOBE @ 357em
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work with gadgets (on.

Some gadgets have settings that you can change. For instance, the Weather
gadget lets you designate the location for which you want weather reports.
To open gadget controls, move the cursor over the gadget. A small palette
appears.

Click the X to remove the
Quiz: Is telecommuting for you? : gadget from the Sidebar
or Desktop.

Take your data traveling: Use charts an...

Click the small wrench
icon to bring up a dialog

Quiz: Are you a digital packrat? .
to change settings.

4 Tips for safely conducting research on ...

You can hide the Sidebar
but leave it running. Right-
click an empty space in the
Sidebar and choose Close
Sidebar. The Sidebar slides
into the taskbar.

[N
Ll Jan 07 >
siM| T|w T|F|s
=1 2| 3| &| 5|6

B 910 11 12 13
5 16 17 18 19 20
b BE] 24 25 26 37

Bring Gadgets to Front

Add Gadgets...

Properties

Gadgets on the Desktop
remain when the Sidebar is
hidden.

To bring the Sidebar back,
click the Sidebar icon
in the taskbar.

Help

Close Sidebar

To quit the Sidebar, right- B35
click the Sidebar icon in the

taskbar. Choose Exit from

the shortcut menu.

44, explore windows vista



switch themes p.34

Switching themes changes a
whole set of elements, colors,
and even sounds. You can also
make less sweeping customiza-
tions than switching themes.

In the Personalization window
(right-click the Desktop and
choose Personalize), choose
Window Color and Appearance.
Here, you can change a color
scheme. Switching from the
Aero color scheme to the
Windows Vista Basic color
scheme is another way of
getting rid of Aero’s
transparent window frames.

If you are trying to go from the
basic Vista look to Aero, you
should check in two places: The
Theme Settings dialog, described
on page 36, and the Window
Color and Appearance dialog.
Both need to be set to Aero

in order to display the see-
through effects.

explore windows vista

search for files p.3s

The speed of Windows Vista’s
search feature is due to the fact
that it creates an index of some
of the files and e-mail on your
hard drive. An index is like the
index in the back of this book:
You could manually search
through every page in this book
to find a topic, but it is quicker
to use the index. When you start
typing in a search box, Vista con-
sults the index.

When you are performing an
advanced search in the search
pane, the Location menu has

an option called Indexed Loca-
tions. This searches everywhere
on your computer that has been
indexed. What is not indexed are
program files and various system
and configuration files, which
most users never need to access.
If you ever do want to search for
one of these files in an advanced
search, choose Everywhere. This
includes files that are not in the
index, which means that the
search will be slower.
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work with gadgets p. s

46

If you're a gadgets fan, you may
get tired of reaching for the Start
menu every time you start the
computer. Fortunately, you can
tell Windows Vista to launch the
Sidebar for you.

With the Sidebar launched, right-
click the Sidebar icon on the right
side of the taskbar. Choose Prop-
erties from the shortcut menu.
Now click the check box labeled
Start Sidebar when Windows
starts. The Sidebar and its gad-
gets will now launch whenever
you turn on the computer.

More gadgets are available for
free at Microsoft’s Web site.

To get them, open the gadgets
palette and click Get more gad-
gets online. Internet Explorer will
take you to the download page.
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5. personalize the

desktop

The desktop is what appears on your monitor when you‘ve opened Windows
but don’t have any programs open. In this chapter you’ll learn how to change
Microsoft’s default desktop to make it your own.

Working with the Personalization window, you can replace the standard desk-

top picture with a favorite family photo, a solid color, or an abstract pattern.
You can also make the desktop icons bigger or smaller, or change the size of
everything on your computer screen.

v @ #« Personalization

- | +y | | Search

Tasks
Change de

(¥ Adjust font siz

See also

Taskbar and Start Menu

Ease of Access

Personalize appearance and sounds

L

&

&

Windew Color and Appearance

Fine tune the celor and style of your windows.

Desktop Background

Choose from available backgrounds or colors or
use one of your own pictures to decorate the
desktop.

Screen Saver

Change your screen saver or adjust when it
displays. A screen saver is a picture or animation
that covers your screen and appears when your
computer is idle for a set period of time.

Sounds

Change which sounds are heard when you do
everything from getting e-mail to emptying your
Recycle Bin,

Mouse Pointers

Pick a different mouse pointer. You can also
change how the mouse pointer looks during such
activities as clicking and selecting.

Theme

Change the theme, Themes can change a wide
range of visual and auditory elements at one time

L,
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replace desktop image

Don't like Microsoft’s standard desktop image?

View Have a nice picture you'd rather look at? You can
Sort By replace the standard desktop picture with your
Refrezh own digital photo (in JPEG format) from your hard
drive. Use a horizontally oriented photo to have it
Paste Shortcut automatically fit to the desktop.

Paste

it n Right-click on the desktop and select
By Personalize Personalize from the shortcut list.

E Click the Desktop Background item.

Search _'O |

O@v@ € Appearance and Persenalization » Personalization - | +3 |

Tasks .
Personalize appearance and sounds

Change desktop icons
Window Celer and Appearance

O Adjust font size (DPI)

Fine tune the coler and style of your windows,

E Desktop Background

Choose from available backgrounds or colors or use cne of your own pictures to decorate the
desktop.

@ Screen Saver
Change your screen saver or adjust when it displays. A screen saver is a picture or animaticn that
covers your screen and appears when your computer is idle for a set pericd of time,

T
L=

Sounds

¢

Change which seunds are heard when you do everything from getting e-mail to emptying your
Recycle Bin.

"& Mouse Pointers

Pick a different mouse pointer, You can alse change how the mouse pointer locks during such
activities as clicking and selecting,

ﬁi_ Theme

Change the theme. Themes can change a wide range of visual and auditory elements at cne time
including the appearance of menus, icons, backgrounds, screen savers, some computer scunds, and
muouse peinters,

! Display Settings
Adjust your meniter resclution, which changes the view so more or fewer items fit on the screen,
You can also contral monitor flicker (refresh rate).

[ Personalization | < @l g1 PM
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B If your photo is in the Pictures folder, click the
Picture Location drop-down menu and select Pictures.

==

——,
@uﬂg » Contrel Panel » Personalization » Desktop Background - | 3 | | Search el |

Choose a desktop background

Click a picture to make it your desktop background. Te use a picture that's not listed, browse to the picture
and double click it.

Windows Wallpapers L

-

Picture Location [Wmdpw_s Wallpapers vJ [ Browse...
Vistas (3) Sample Pictures
Public Pictures

~
ESolid Colors E r
|
TR

How should the picture be positioned?

m

[ M|

I" Desktop Background ! EE@O‘E‘! LF W0 11:22 PM

I
If your photo is somewhere else, click the Browse button to bring up the
browser window and navigate through your folders to find the picture
you'd like to use.

If you don’t have your own photo, Windows Vista has many photos and
patterns to choose from.

Windows Wallpapers appears in the Picture Location drop-down list
when you first open Desktop Background. Here you’ll find some
— beautiful images and stunning photos that come with Windows Vista.

ﬂ When you find your photo (either your own or one that came with
Windows), double-click it. The Desktop Background window will close.
You’ll see the Personalization window again, which you can close.
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desktop image (on:

After the Personalization window closes, you’ll see your photo where the
standard desktop picture used to be.

< W 441 PM

Windows will shrink or stretch your photo to fit the screen if your image doesn’t
fit exactly. If your picture is too small, you can tell Windows to simply center
the picture at full size. In our vacation picture here, we want the mountains to
take up more of the screen.
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How should the picture be positioned?

Change background celer

- M - m ¢ ﬂ

OK ] Cancel
L

In the Desktop Back-
ground window, go to
the bottom and click
the icon on the right.
This is the Center
Position setting.

Click the OK button.

< iy 504 PM

You can see that the desktop picture here is larger than on the facing page,
with the outside edges cut off. In this case it’s a pleasing effect, but it might
not be with other photos. If you used a low-resolution photo, you might see
the photo centered with the desktop background surrounding it.

personalize the desktop
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change desktop icons

You may have noticed only one desktop icon—the Recycle Bin—in the previous
pages. It takes just a few steps to turn on some of the other icons you've used
in older versions of Windows.

n As you did when replacing the desktop image, right-click the desktop and
select Personalize to bring up the Personalization window.

E1 in the column
at the left under
Tasks, click Change
desktop icons.

[E=0|HoR ()

—
Ou v |H <« Personalization

Tasks

Change desktop icons

¥ Adjust font size (DP)

vl‘fHSEan’h P|

-

Personalize appearance and sounds

Window Color and Appearance

Fine tune the color and style of your windows,

E Desktop Background

The Desktop lcon Settings
dialog opens. Here, you'll see
a selection of desktop icons
that you can choose to display.
Notice that My Computer is

= Desktop Icon Settings (3]
Desklop
Desklop icons
Computer Recycle Bin
Uszer's Files [ Control Panel
[ Mebwark
2 ﬁ' - ¥ r ...;
:k bl & o
Computer Adminiztrator Metwork Recycle Bin
[full)
T —
3
Recycle Bin
[Ermpty]
Change lcon... ] l Fiestare Default ]
[ QK ] [ Cahcel l [ Apply ]

gone: Windows Vista calls

it simply Computer. You won't
find a My Documents icon here,
either. Instead, there’s a User’s
Files icon. User’s Files contains
common folders including
Documents, Pictures, Music,
and others.

—[EJ Put a check in the box next
to any of desktop icons you’d
like displayed, then click OK.
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resize desktop items

You may have noticed that the desktop icons are bigger than those in
Windows XP. You can make them more like the size you are used to, or
make them jumbo size.

n Right-click on the desk- &
top and select View from the
shortcut list.

View Large Icons

Sort By Medium [cons

Refresh Classic Icons Administrator

Paste Auto Arrange
Paste Shortcut Align to Grid

MNew v Show Desktop Icons

B, Personalize

E1 in the flyout menu that
appears, select Classic lcons.
This is the smallest size.

[] If you choose Large
Wl Icons, you'll get icons
Administrator Of thlS SIZe.
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change desktop size

If your desktop is getting crowded with icons and windows that you want to
keep in view, shrinking all of them will help make your desktop appear less
cluttered. You can do this by adjusting the display resolution.

@ Internet
¢ Internet Explorer
“ap E-mail
IFJJ] Windows Mail

p—
‘d[ Welcome Center

Documents .

: ; D | Desktop
Windows Media Center . L Fold | File Folder
Pictures i : . ) : :

Administrator

Date madified

Size Falder path

r?zl Windows Phato Gallery Music b cuments Dawnloads
s = Folder File Falder
'E[ Windaows Ultimate Extras Ganes o
arites Links
@H Windows Media Player R f Folder - Flle Falde)
: = 2
| Q Wind Live M o laad 1sic : Pictures
‘ PL incaws Live Messenger Downloac Recent Bems L Folde: I | File Folder
I
W V| .|
Windaws DVD Maker Computer Gt E[H Samrehios
der File Falder

| gﬂ Windows Sidebar Network
| =%

: C ct Ti
D Windows Meeting Space onnect 1o

Default Programs

All Programs Help and Support

|S::'r1529r~:r'1 i S s R R e
ke e i) ¥ e * ML LA SR

Tl Rdministrator | < & Gl 103AM

For instance, on this screen, set at 800 by 600 pixels, there isn't enough room
to see all of a window when the Start menu is open.
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When you increase the resolution (to 1024 by 768 pixels, in this case), every-
thing shrinks, giving you more room on the desktop for icons, windows, and
other objects.

P
UU ﬁ » Administrator »

‘ Organize + -

Favorite Links Il Date madified Size Folder path

F Internet | e Dacuments Dawnlaads
s Internet Explorer q" File Falder File Folder

&) E-mail

IEL N Windows Mail
Administrator
ﬂ} Administratar

—
‘r Welcome Center

Documents [B Contacts Music - Pictures
| Q Windows Media Center m Desktop | File Folder | FileFolder

Favorites | Links
File Falder File Folder

L
o ame
4 [E| Documents _\1 Cantacts 'T Desktap £
et i £ B ictures File Folder ! File Folder
-
it

Pictures E\ Dacuments

I G Dawnloads

| Uzg] Windows Photo Gallery A m B

| I@I & Music Er Favorites E
| *hr Windows Ultimate Extras [ Links E

Saved Games 1 & Searches
File Folder 1 File Folder

Videas

fames i b File Falder

E Pictures

Windows Mecdia Player

@ﬂ ¥ Search m =
Saved Games

11 items

80 Windows Live Messenger Download
'] " < Recent remns

a Windaws DVD Maker Computer

1
%ﬂ Wineaws Sidebar Network
-’g Windows Meeting Space Connect To

Control Panel
Default Programs

All Programs Help and Support

2 I

5] Administrator <& gl 1255 Am

View 3
Sort By 2
Refresh

Paste

Paste Shortcut

Mew 3

n Right-click the desktop and select
s, Personslize =——————— Personalize from the shortcut menu.
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change desktop size (cont

E Click Display Settings ~_|
at the bottom of the
Personalization window.

v g <« Personalization

~ | ¥4 ||| Search Fe
[4]| |

Change desktop icons

¥ Adjust font size (DP)

See also

_Ta_'s__H)al and Start Menu

Ease of Access

‘ Desktop Background %

Choose from available backgrounds or colors or use
one of your own pictures to decorate the desktop.

@ Screen Saver

Change your screen saver or adjust when it displays.
A screen saver is a picture or animation that covers
your screen and appears when your computer is idle
for a set period of time.

Sounds

¢

Change which sounds are heard when you do
everything from getting e-mail to emptying your
Recycle Bin.

‘.E Mouse Pointers

Pick a different mouse pointer. You can alsc change
how the mouse pointer locks during such activities as |2
clicking and selecting,

ﬁ Theme

Change the theme, Themes can change a wide range
of visual and auditory elements at one time including
the appearance of menus, icons, backgrounds, screen
savers, some cemputer seunds, and mouse pointers,

. Display Settings
Adjust your menitor resclution, which changes the
wview so more or fewer items fit on the screen. You
can zlso control menitor flicker (refresh rate).

1

|spjiy Se‘l'lings

Manitar

Generic Man-PnP Manitor on Videa Driver

Resalution: Colars:

Law 0 — High
1024 by 76§ pixels

Haw da I get the best display?

Highest {32 bit) -
Advanced Settings...

E oK i Cancel apply j’

56

S

E] Drag the Resolution slider bar
to change the pixel resolution.

_— ] Click the Apply button to see

what your selection will look like
on your full desktop.
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E Your desktop resolution changes, but only temporarily. A warning dialog
appears, which says the display will revert to the previous setting in a few
seconds. If you do nothing, your desktop will revert to the previous resolution
when the countdown reaches zero seconds. By clicking the No button you’ll
cancel the change without waiting for the countdown.

o oy

= Display Settings (3]

Do you want to keep these display settings?

Reverting to previcus display settings in & feconds.

[ To accept the new resolution, click Yes before the countdown ends.

ﬂ Click OK to close the Display Settings dialog.
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replace desktop
image p.as

58

If you don’t know the pixel
resolution of a photo, it’s easy to
find out. Right-click it and choose
Properties from the shortcut
menu. Next, click the Details tab.
The dialog will show the height
and width of the photo in pixels.

You don‘t need to switch to the
Windows Classic theme in order
to set the desktop to a solid
color. Right-click the desktop
and select Personalize. Click
Desktop Background. In the
Picture Location drop-down
menu, select Solid Colors. Now
double-click a color to see it

on the desktop.

change desktop size p.54

Flat-panel displays, including
those in notebook computers,
have one resolution that looks
sharper than others. This is the
display’s native resolution—and
usually its default resolution.
Using a nonnative resolution can
make the text look a little fuzzy,
SO you may need to try a few
options to find the best appear-
ance. CRT monitors don‘t have a
native resolution and look equally
sharp at most pixel settings.

Switching to a higher resolution
not only makes icons smaller,
but also makes text smaller.

To make the text larger, right-
click the desktop and select
Personalize. On the left side,
choose Adjust font size. Click
the Larger Scale button.
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6. take charge of the

start menu

The Start menu is the chief method of getting to your programs and files.
The Start menu in Windows Vista behaves differently from the Start menu
in Windows XP. Like Windows XP, Vista provides a number of ways to
customize the Start menu to better suit your needs.

The left side of the
Start menu contains
icons representing
programs. The icons
at the top left are
always present. The
lower left area lists
programs you've
recently used. In
this chapter, you'll
customize the icons
displayed here.

All Programs
displays a list of
all the programs
installed on your
computer.

@ Internet
s Internet Explorer

i E-mail
Yt Windows Mail

Nelcome Center

o

t"' Windaws Ultimate Extras

~s

@ Windaows Media Center
@ Windaws Media Player

Sam|
-y WA 3 ;
!‘!: Windows Photo Gallery

@ Windows Meeting Space

(LOQ Windaws Live Messenger Dawnload
b d

- i Windows DVD Maker

¥b1 Windaws Easy Transfer

All Programs

John
Documents
Pictures
Music
Games
Search
Recent lems.
Computer
Network
Connect To
Control Panel

Default Programs

| Help and Support

The right side of
the Start menu
gives you access to
your files, settings,
the Help system,
and other features
of Windows Vista.
In this chapter,
you’ll convert
some of these links
into menus. You'll
also remove and
add items to the
Start menu.

The Turn Off Computer button of Windows XP is gone. Instead, the
Windows Vista power button puts Windows into sleep mode. In this
chapter, you'll change this into a shutdown button.
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display more programs

The icons on the left side of the Start menu represent recently used programs.
Click one, and the program opens. Wouldn't it be great to list even more pro-
grams here? You can, by telling Windows how many program icons to display

and by shrinking the size of the icons.

 open

| Explare

i Search...

i Properties —— ¥ Right-click the Start button
! and choose Properties from the

| Open All Users shortcut menu.

Explore All Users

[ 1 Taskbar and Start Menu Properties [

j Taskbar | Start Menu |N0tiﬁcati0n Area I Toolbars |

? ]
(@) Skart menu Custamize. .. =7

This menu style gives you easy access bo wour
folders, Favarite programs, and search,

() Classic Start renu Custarmize, .,

This menu style gives you the look and
functionality of previous versions of Windows,

Privacy
[¥] store and display a list of recently opened Files
[¥]5kare and display a list of recently opensd programs

How do T change the way the Stark menu looks?

[o]'s ] [ Cancel Apply

60 take charge of the start menu

Ed Click the Customize
button in the Properties
dialog.



Customize Start Menu

Wou can customize bow links, icons, and menus look and behave on the

Skart menu,

E5]

[¥] Search Favarites and histary
.\ Search files

() Don't search For Files
() Search entire index
(@ search this user's files

[¥] Search programs

[#] Sort all Programs menu by name

48 Systern administrative tools
() Display on the &ll Pragrams rmenu
() Display on the &ll Programs menu and the Start menu
@ Don't display this item

[ use large icons

m

- EJ In the Customize Start

Skart menu size

Mumber of recent programs bo display; 19 1=

[ Use Defaulk Settings ] I

Menu dialog, scroll down
to the bottom of the list
and uncheck Use large icons.

Show on Skark menu

L K] under Start menu size,

[] Inkernet link;: [Internet Explorer

- increase the number dis-

(] E-mail link: [Windnws Tail

-| played in the box by clicking

the up arrow or by typing a

new number.

¢ the Skark menu looks?

3 click OK to close the
Customize Start Menu
dialog.

ok | [ canesl |[ appy +—— [ Inthe Properties dialog,

click the Apply button.

take charge of the start menu 61



Imore programnls (cont.)

E2 Go back to the Start
menu to see the results of
your changes. You'll see
that there are now more
icons displayed than before,
and the icons have shrunk
to the size of the icons in
the All Programs view.

62

& Internet Explorer

=l Windows Mail

o Welcome Center
Windows Calendar

5 Windows Contacts

B Windows Sidebar

Eh WaordPad

Windows Photo Gallery
= Windows Fax and Scan
Windows Meeting Space
Windows Media Player
2 Windows Media Center

B Windows Ultimate Extras

g_J Spider Solitaire
@ Windows DVD Maker

&8 Windows Live Messenger Downlaad

» All Programs

Administrator
Documents
Pictures
Music

Games

Search
Recent kems
Computer
MNetwork
Connect To

Control Panel

Default Programs

Help and Support

o i

—_—

e e =

EJ If you are satisfied with the results,
click OK in the Properties dialog to

close it.
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convert links to menus

Most of the words on the right
side of the Start menu are links:

Aimrstiator That means they open a new
window when you click them.
Documents The exception is Recent Items,

which is a menu. You can tell
this because it has an arrow
next to its name. To open the
menu, click the name, or just
Gannes hover the mouse pointer over
the arrow.

Pictures

Music

Search
T You can turn other.Sta.rt menu
- : _ links into menus with just a
o M oKt KEpost few steps. Here, we're going

= Yosemiie to change the Documents and
Computer links into menus.

Computer

MNetwork

Connect To
El As you did earlier in ~ Open
this chapter, right-click i Explare
the Start button and i Search...

choose Properties from — Properties |

the shortcut menu. | Oen AR e

Explare All Users

5]

=]

Ed click the Customize button

in the Properties dialog.
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convert links (ont)

Customize Start Menu
¥ou can customize how links, icons, and menus look and behave on the
E] n the Customize Lt
. & Computer -
Start menu dialog, under B oo z

ComPUter, click Dlsplay @ Y as a menu
() Don't display this item
asamend. [¥] Conmect To
F Control Panel

@ Display as a link

() Display as a menu

() Don't display this itern
ﬂ Scroll down to Defaul Programs
Documents and click U Documents
; @ Displ lirk
Display as a menu. b -
Skark rmenu size
Mumber of recent programs to display: 15 £
b Documents
'E? 2T Show on Skart menu
) Don't display this item
= [ Internet link: lInternet Explarer v]
SeeEEnd Siee E-mail link: ’Windows Iail v]
[ ok ] [ Zancel I

B dlick ok.

¢ the Start menu looks?

ok || cancel | [ apy ——— [ In the Properties dialog,
click the Apply button.
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ﬂ Go back to the Start menu to see the results of your changes. You can now
click on Computer and Documents to select an item several levels down.

& Internet Explorer []
gl Windows Mail

W Welcome Center

| Windows Calendar Administrator
[E5] Windows Cantacts _ . Fax Y| L Drafts b
B Windows Sidebar . Scanned Documents  » | | Inbox » [&] WelcomeFax |
&) WordPad Pictures % My important report
Windows Phota Gallery /M Parallels Shared Folders
e . Music "
=) Windows Fax and Scan
Windows Meeting Space Cares
Windows Media Player
€ Windows Media Center Search
| Windows Ultimate Extras
A 3 Recent Bems
QJ Spider Solitaire
@ Windows DVD Maker Computer
&2 Windows Live Messenger Download
Network
Connect To
Control Panel
Default Programs
| » All Programs | Help and Support
Start Search 2 G) ﬁ L4
e | 2w < LHWY 1243 AM

ﬂ If you are satisfied with the results, click OK in the Properties dialog to
close it.

Note that once converted to a menu, the item no longer acts as a link. For
instance, clicking Documents no longer opens the Document window. From
these menus you can only open a file; you can’t open a folder.

take charge of the start menu 65



pin a program

The left side of the Start
menu is handy for opening
programs with a single click.
The icons on the upper left
are always there for your
use, while the icons below
are shortcuts to programs
you recently opened. To
get to other programs,
you have to first click the
All Programs link.

If you want to make one of
your programs always avail-
able in the Start menu, you
can add it to the top left area
of the menu. Windows calls
this pinning a program to
the Start menu. There are
two ways to do this.

If the program is already in
the recently opened portion
of the Start menu, simply
drag it up to the top left area
of the Start menu.

# Internet
( Internet Explorer

‘-]| E-miail

ElL) windows Mail

Dl Windows Meeting Space

——

| Welcame Center
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F Internet
; Internet Explare

“=p E-mail
'.r[ﬂl Windows Mail

| Welcame Center

A I
= WardPad
&

¥

a n Windows Cantacts

Al
ﬁﬂ Windaws Sidebar

L

Windows Meeting Space

@ Windaws Media Player
g Windows Media Center

» Al Programs

Administrator
Documents
Pictures
Music

Games
Search
Recent kemns
Computer
Network
Connect To
Control Panel
Default Programs

Help and Support

T

Your program is now pinned to

the top of the Start menu.
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If the program is not in the Start menu, you'll need to go to All Programes.

E¥ Open the Start meny,
and click All Programs.

In Windows XP, a menu
would pop up at this point.

Windows Visa changes the
left side of the Start menu to
a view of all your programs.

E If you don't see your
program, it may be in a
folder. Click a folder to
expand it.

E] Right-click your
program.

I3 In the shortcut menu,
select Pin to Start Menu.

With either method, the
result is the same: Your
program is pinned to the
top of the Start menu.

Windaws Cantacts

E5 Windaws Defender

[& Windaws DVD Maker
W 555 Windaows Fax and Scan

& Windaows Live Messenger Download

=) Windaws Mail
 Windaws Media Center
Windows Media Player

Windows Meeting Spacg

2 Windows Movie Maler

2 i
Windaws Phaoto Gallery

= Windaows Update
| Accessories

o Extras and Upgrades

¥ Mahjong Trtans
@ Minesweeper
%4 Purble Place
2l Solitaire

g;l Spider Solitaire

Fh Internet
| Internet Explarer

&) E-mail
!f'l[ Windows Mail

ff Spider Solitaire

Welcome Center
uq|
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F%‘ Windows Meeting Space

Administrator
Documents

Pictures

Run as administrator
Open file location
Pin to Start Menu
Add to Quick Launch

Restore previous yersions
Send Ta

Cut
Lopy

Delete

Rename

Properties

Vetault Frograms

Help and Support

g —g—

Administrator

Documents

Pictures

Music



add a file or folder

Programs aren‘t the only items you can pin to the left side of the Start menu.
You can add a shortcut to a file or folder for easy access.

e
@uvl . < Praject Files »

By Organize ~ Views ~ [H Ecplore & E-mail

v|¢f||595n

Favorite Links Mame
EE. Documents L Poh Sj?b
_ Southside
FE Pictures .
. Dixon account
m' Music
More »
Falders hd
FE Documents +
. Ebank statement
y Fax :
J Invoices

Project Files
J Scanned Dogum
ﬂ Downloads

kitar

File Folder
Date modified: 12/10/2006 3:02 FM

B Project Files

The Start menu now includes your
file or folder at the top left for easy
access. If you click the folder icon,
its window will open. Click the file
to launch the program and open
the file.
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The procedure is the same:
Drag the file or folder icon
to the Start button.

You can drag just about any-
thing to the Start button from
just about anywhere: from the
desktop, from a window, or
from the All Programs view of
the Start menu.

@ Internet

( Internet Explorer
= | E-mail
‘.l‘ﬂ Windaws Mail

ng Windows Meeting Space

Administrator

¥ Documents
# Solitaire
# -
Pictures
J Dixon account
Music

| Motes on Dixon

Games.

| Welcome Center

U WardPad

=l Windows Calendar
Wi p 5
d ﬁ Windows Contacts

1
gﬂ Windaws Sidebar

==

@H Windaws Media Player

Search

Recent Fiems
Computer
Metwork
Connect To
Control Panel
Default Programs

Help and Support
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delete a menu item

Of course, nothing is forever, including decisions you make in Windows Vista.
If you no longer need an item pinned to the top left part of the Start menu, you

can remove it.

o
i Dixon accou Open
| Motes on Diy T
= | Search...
=2 Share...

| Welcome Ce|

A
j WordPad
=

I,'}_.—_,;—; [‘l Windaows Cal

3 I] Windows Cal
Rename

]

il AT, A o1
!-u Vindows Sid .
-l | Properties

Restare previaus versions
Send To 4
Copy

Remave fram this list

“= E-mail
L) Windows Mail

ng Windows Meeting-

=| MNotes on Dixon

Open
Open file location
: r_l:"f' Run as administratar

— . Unpin from Start Menu

W C ) :
elcome Center Add to Quick Launch

,
j WordPad
£

T -
J.'{;'_:;;-:’llll Windaws Calendar

Restare previous versions

Send Ta 3

Copy
Windows Contacts
d.;-:ﬂ

1
&J Windaows Sidebar

—

@ Windows Media Pla,

Remaove from this list

Fename

Properties

take charge of the start menu

Right-click a file or folder in
the Start menu and select
Remove from this list. The
item will disappear from the
Start menu, but the original
file, folder, or program is still
in your PC.

When you right-click a
program at the top left of
the Start menu, you get an
additional choice, Unpin
from Start Menu. When you
select this, the program icon
will move to the list of recent
programs below the line.
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make shutdown easier

Unlike the Turn Off Computer button in Windows XP, the
Vista power button puts Windows into sleep mode.

m Windaows Media Player

All Programs

E¥ select Control Panel
from the Start menu.

B3 click classic View
in the upper left of

Connect To Switch User

Control Panel t:kaﬁ To shut down the

Default P Restart computer, move the
S Slecs mouse pointer to

[ Hibemate the arrow and select
BRI WS crot0on —— Shut Down from the

shortcut menu.

If you prefer the one-click shutdown of Windows XP, you
can change Vista’s power button into a shut-down button.

@©v|@ b Control Panel »

# Control Panel Home

Classic View 3
the window. '
=
' ===
mv|@ « Contral... » - | 4 | | Search
Mame Categary =

Control Panel Home

®  Classic View

70

/ 3 W

Penand  People Mear Performance

Input Devices e Infarmatio...
= 3
= |
Personaliz.. Phone and Pawer I _1;
Madem ... Optians B DOUb|e.C|ICk
3 Power Options.
7 | =il =
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—

@O - |& « Power Q_pt'rons

Require a password on wakeup

Choose what the power
buttens do

Create a power plan

® Choose when to turn off the
display

& Change when the computer
sleeps

E Click Change advanced power settings. ——

Select a power plan

Power plans can help you maximi
conserve energy. Make a plan a
and customize it by changing j
power plans

pov

Preferred plans

@ Balanced
Change plan settings

% Pawer 'bp{iuns

Advanced settings

/

@

Select the power plan that you want to customize, and
then choase settings that reflect how you want yo
camputer to manage power,

| Balanced [Active]

Wireless Adapter Settings
Sleep

LJSE settings

Power buttans and lid

OBEE&A

Paower button action
Sleep button action

PCI Express

= Start menu power button

Sleep
Search and Incle%|
Plie nlats

—

[

l

Restare plan defaults

B Under Balanced, click
Change plan settings.

——

L <« Edit Plan Settings
G- :

Change settings for the plan: Balanced

Choose the sleep and display settings that you want your comput

W Put the computer to sleep:

@ Turn off the display:

Change advanced power settings

Restore default settings for this plan

ﬂ The Power Options dialog
appears. Click the plus sign (+)
next to Power Buttons and lid
to expand the menu.

L

k2 click the plus sign (+) next
to Start menu power button to
further expand the menu.

e

L B Next to Setting, click Sleep.
The word turns into a drop-
down menu.

— EJ click the drop-down
menu to open it, and click
Shut down.

|

0K

][ Cancel ] Appl_l,l

=

ET] click oK.

Back at the Start menu, the power button is now red (instead of yellow) when
you move the cursor over it. Clicking it now shuts down the computer.

take charge of the start menu
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display more
programs p.eo

* You may have noticed that the
Start menu’s Properties dialog
gives you a Classic Windows Start
menu option.

This option provides a Start menu
similar to those before Windows
XP. It's a streamlined version that
takes less screen space than the
standard Vista Start menu.

o The classic Start menu has its
own customization dialog box
with options that are different
from those of the standard
Start menu.

|@i Default Pragrams

7|

Windows Update

I Programs r
I
- 5 Documents »
ok bt
E}‘ Settings »
"’_'l
5,_/' Search 3
@ Help and Support
| = Eun...
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When you switch to the Classic
Start menu, you'll notice that an
Internet Explorer shortcut icon
appears on the Desktop. If you
switch back to the standard Start
menu, the Internet Explorer
shortcut icon will disappear. This
is because the Windows Vista
Start menu includes a permanent
Internet Explorer item, while the
Classic Start menu does not.

display more
programs p.eo

Wondering where the Run box
went to? Vista’s search box also
acts as a Run box. If you’d rather
have the old Run command, you
can add it to the Start menu.

Right-click the taskbar and select
Properties from the shortcut
menu.

Under the Start menu tab, click
the Customize button.

In the list of options, check Run
command and click OK.

Run now appears under Help and
Support on the bottom right side
of the Start menu.
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7. take charge of
the taskbar

The taskbar is a jumping-off point for opening folders and files. It includes the
Start button and the Quick Launch toolbar area, which contains icons that
open programs. You can add more icons for one-click access to the programs
you need. There are also toolbars hidden away in the taskbar that let you get
to even more of your files and folders. You can even move the taskbar around
and change the way it looks.

Dy -
e E

§ O

Recycle Bini S Computer)

N &

Windows
Vista Upgra...

Control Panel

Network

/= 5 Intemet ... -
= Peachpit Press - Windows Internet Explorer
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— MacWindows: The web site for Macintosh-\

NN.com - Breaking News, U.S., World, Weatl

> MSN.com - Windows Internet Explorer

= 2 Window... - & Windows M. I

L Office2007

Project Files > < 86 LW
" Bob's job v |
\/ City College 3
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1) MXDW

Properties . Southside 3

.. Thumbnail
. Zipbdinterleaving
. Zip4MNoninterleaving
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| AlphaBlend

| DAVEnotes
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view minimized buttons

The main function of the taskbar is to hold buttons for minimized windows,
but the buttons can be so small they don't show the windows’ complete names.
Windows Vista gets around this by giving you several ways to identify the
button before you click it.

When Windows is using
the Vista Basic theme,
moving the cursor over a
taskbar button brings up
a balloon with the name

Peachpit Press - Windows Internet Explorer Of the ﬁle and the PrO'
| E Sample Videos | ,_.‘Eeachpitpress-Wi... I gram that IS dlSPlayIng |t

In the Vista Aero theme,
Windows presents a live
taskbar thumbnail when
you move the cursor over
a button. The thumbnail
displays the contents of a
document and can even
play a movie.

i Sample Videos

You won't be able to see live thumbnails if you don’t have the hardware
required to support the Aero theme, are running Vista Home Basic, or have
Windows set to the Vista Basic theme. (See Chapter 4 for more on themes.)
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Like Windows XP, Windows Vista automatically groups similar minimized win-
dow buttons when there are too many to fit on the taskbar. In this example,
the group of buttons labeled Windows Explorer includes minimized folder
windows and organizational windows such as the Control Panel.

Click a grouped but-
- ton, and a menu shows
3 Google Maps - Windows Internet Explorer What'S in the gI’OUP.

3 Peachpit Press - Windows Internet Explorer

This group contains
Web pages in open
TR ] Internet Explorer win-
#'Windows Bxplorer ™ ~| /2 4 Internet Explorer = .
dows. Open a window

/2 MacWindows: The web site for Macintosh-Windo...

> MSN.com - Windows Internet Explorer

by clicking it in the list.

In the Aero theme, a
grouped button still
produces a live taskbar
thumbnail when you
move the mouse over
an item in the list.

= Google Maps - Windows Internet Explorer

" Peachpit Press - Windows Internet Explorer

E_ Taskbar an«l Start Menu Properties 5 MacWindows: The web site for Macintosh-Windo...

5 MSN.com - Windows Internet Explorer

T 1
l 1 md'ows ‘(pklrer =" 2 4 Internet Explorer |

Taskbar |Start Menu I Motification Area I Toolbars|

Taskbar appearance

If live taskbar thumbnails are slow-
[¥] Lock the taskbar .

oottt ing you _down,.y_ou can turn them off
[¥|Keep the taskbar on top of other windows Wh||e St||| I’etalnlng the AeI’O theme
[¥] Group similar taskbar buttons

[¥]how uick Launch E Right-click an empty area of the
[ V] Show window previews (thumbnails) ta S |<ba r.

Ed Choose Properties.

~~ E] Uncheck show window previews
(thumbnails).

. B click oK.

[ OF ] [ Cancel Apply

How do T customize the taskbar?
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add program icons

Directly to the right of the Start button, the taskbar holds icons that
open certain programs when you click them. This area is called the

Quick Launch toolbar. .
Here you see icons for open-

| ing Internet Explorer and
Windows Media Player. To
this, Windows Vista adds two
icons that Windows XP does
not have.

The Show Desktop
button hides all
open windows to

Use this button, called
Switch between windows,
to bring up the task

switcher described in
Chapter 4.

reveal the Desktop.

You can easily create a button for another program by dragging it to the Quick
Launch toolbar. In this example, we’ll add Windows Mail.

= JfE =]
P

- | ¢f| | Search

e,
OU |E v Computer »

i_'[_ Uninstall'or changea program #*

‘ Organize ~ G- Views ~ |2 System properties

Esionte Links Mame Type i Total Size Free Space
H: B Hard Disk Drives (1) -~
E Pitiies 3 Local Disk (C)
@ Music | - 8.18 GB free of 15.9 GB
[ Recently Changed Devices with Removable Sterage (2) -
BB searches & &
, Public $ Fleppy Disk Drive (A:) E<_$ DVD RW Drive (D)
Folders ~ h

JOHN-PQ Workgroup: WORKGROUP
Proceszor: Genuine Intel(R) CPU

Memaory: 512 MB

1400 @ 1.83GHz

A

n To find your program, open Computer
and double-click your hard drive, usually
called Local Disk (C:).
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Search » ‘

@@"& « Local Disk (C) » i |"|

(T rayrem )
8 Views  ~ [HC
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B Picture: 1 e
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M

SIS BOOTSECT.BAK
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Program Files
il File Folder
F| o Date modified: 1/10/2007 10:54 AM

E=sF=n ==

mv| RS Prugram Files » - |"| | Search L |
P ——

Eavontelinks Mame z Date modified Type o
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T )« Windows Defender 11/2/2006 4:41 AM  File Folder
B i 1| Windows Journal 11/2/2006 4:41 AM__ File Folder
B Music 1 Windows Mail 11/2/2006 4:41 AM  File Folder
[# Recently Changed )i Windows Media Player  11/2/2006 4:41 AM File Folder £
More » J Windows NT 11/2/2006 4:35 AM  File Folder 4
1) Windows Photo Gallery  11/2/2006 4:41 AM  File Folder -
Folders A m ] b

] 17 items

¥

Name Date medified Type Size

Favorite Links
Ly wabmig
[ Documents @ Microsoft (R) Contacts Imp...
E Pictures Microsoft Corporation
B Music = WindowsMailGadget

il Gadget for W...

% - = Window
& Recently Changed ﬁf Microsaft «
More » < V i
B Windows Mail
L Microsoft Corporation

Date modified: 11/2/2006 4:32 AM
Size: 388 KB
Date created: 11/2/2006 4:32 AM

l
=
=
5
=
-]

Folders ~

|
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B3 Double-click Program Files.

E] scroll through the list of
programs, find the folder with
your program, and open it.

] Drag the program file to
the middle of the Quick Launch
toolbar on the taskbar.
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add program icons on.)

As you add items to the Quick Launch

The program’s icon is now on toolbar, you may find that Windows
the taskbar. You can click it to Media Player has been pushed off the
open your program whenever taskbar. You’ll find it in the pop-up
you need it. menu if you click the double arrow.

Windows Media Player

Fortunately, you can put the Windows Media Player icon back on the taskbar
by widening the Quick Launch area.

Toolbars 4
Cascade Windows
Show Windows Stacked
H Right-click an empty Show Windows Sde by Side
space on the taskbar and Sogihe Dt

click Lock the Taskbar Task Manager
to remove the check \ v Lockthe Taskb
. i ac e laskbar
mark. The taskbar is
Praperties
now unlocked.

ﬂ Drag the dotted line to the right until
the Windows Media Player icon appears.
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add folder icons

The Quick Launch toolbar shown on the previous page accepts more than just
programs. You can also drag folders here. However, folders in the Quick Launch
toolbar are links; one click opens the folder. You can‘t browse the folder from
the toolbar.

In another area of the taskbar, near the right end, you can add folders that
act as flyout menus, allowing you to see and select all the subfolders and files
inside. Windows refers to these taskbar folders as toolbars, even though they
look and act like menus.

n Right-click the taskbar to bring up the shortcut menu (as on the previous
page).

E If there is a check next to Lock the Taskbar, click the check mark to remove
it and unlock the taskbar.

This is a locked taskbar. There’s no way to grab a toolbar and resize it.

g @ 1212PM

By 1213 PM

This is an unlocked taskbar, which sports two sets of 3D dots. These are dividers
that you can grab to resize toolbars.
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add folder icons (cont)

B Reopen the shortcut menu that you just
opened and move the cursor to Toolbars at
the top of the menu.

Taalbars Address

Windaows Media Player
Links

Tablet PC Input Panel
Desktop

v Quick Launch

1 In the submenu
that opens, click
New Toolbar.

Show the Desktop

Task Manager

Mew Toolbar...

Lack the Taskbar
Properties

E In the New Toolbar — Choose a folder dialog, navigate to the folder
that you would like to put in the toolbar. Here, we are choosing the
folder called Project Files.

-

Mew Toolbar - Choose a folder ==
=
UU |F£. b lohn » Dacuments » - |¢,| Search pl
‘ Organize = Views - [ New Folder

e Mame E Date madified Type 5
B Deskiop . Ebank statements L2_.-'.23!_.-'200r5 10:50 ... F?Ie Folder

= R o i Fax 12/7/2006 3:12 PM File Falder

Ml Recent L loces Tnwaices 12/10/2006 2:28 M File Falder

18 Computer . Other One 12/12/2006 10:45 .. File Folder

!Eu Documents ! Phatas of Trip 12/27/2006 4:03 PR File Falder
e | Praject Files 12/23/2006 11:04 .. File Folder

B Music o Scanned Documents L12/7/2006 3:12PM  File Folder

B Rec ) J WPF 12/12/2006 10:43 .. File Folder

|4 Recently Changed

. @8 Parallels Shared Folders  5/6/2006 2:13 PIM Sharteut

B Searches

J Public

Folders A T | 3

Falder: Ii‘roiect Files
E CI|CI< the Se|eCt [ Select Folder 171 I Cancel
Folder button.
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ﬂ A toolbar appears in the taskbar with the name of the folder you chose,
which is Project Files in this example. Click the double arrows to open the
toolbar’s menu.

Project Files — < S L W3 12:71 PM

ﬂ You can now

navigate through - b Sphsgn
i i N ey | City College
the hierarchical Fas =
., Eguipment Refs , Dixon account
menus to the folder T S e— - MXOW
or file you'd like |_| Manual {Japanese}.pdf | Southside
to open. Bl Notes on Dixon > H @ 1228 oM

To remove the new toolbar from the taskbar, right-click it, move the cursor to
Toolbars, then deselect the name of your folder.
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move the taskbar

If having the taskbar at the bottom of your screen doesn’t suit your style, you
can move it to the top or sides of the screen.

The first thing to do is to unlock the taskbar as we did a few pages back: Right-
click an empty space on the taskbar and select Lock the Taskbar to remove the
check mark.

Now click an

empty spot on the Grab the
taskbar and drag edge of the i _
it to the top or a taskbar tdams
side of the screen. and drag e .
Here’s what it outward. r!'_TaskbarandStartMen...
looks like on the You can how s A _[ﬁlpam"anﬂﬁm
right side. read the text ' ;ﬁ MSN.com - Windows 1.

. — o AN Inbox - Windows Mail
On displays that L':);:e but P Vicctingn on Thursdays

are wider than
they are tall, hav-
ing the toolbar
on the side can be
an efficient use of
screen space. But
with this arrange-
ment the taskbar
button titles get 'i“:;? -
truncated. You can L
fix this by widening 1/16/2007
the taskbar.

r;i Windows Media Center

r@ Windows Help and 5u...

¥ 4

457 PM

Tuesday
1/16/2007

You can also widen the taskbar when it is located at the bottom of the screen
by dragging the edge. Here’s what it looks like after we widen it and lock it
(right-click, then choose Lock the Taskbar). Notice that it can fit more buttons.

'5|_ {03 AM

< W» Wednesday

& Windows Media Ce... (2) Windows Help and ...

1/17/2007
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auto-hide the taskbar

If your screen real estate is valuable, you can hide the taskbar and have it auto-
matically reappear when you need it.

Open Folder

Toalbars 3

E} Right-click a blank spot on
— the taskbar and select Properties

7 L‘,MCME/ from the shortcut menu.
Praperties i :

e — E The Taskbar and Start Menu

oy } Properties dialog opens with
the Taskbar tab selected. Click
the check box next to Auto-hide
the taskbar.

Shaw the Desktap

Taskbar appearance

Keep the taskbar on top of other windows .
[#] Group similar taskbar buttons B Cl 1C |< O I< .
[#] Show Quick Launch
Show window previsws (Fhumbnails) Th e ta S |<ba r i mm ed iate I y
disappears.

How do I customize the taskbar?

£y

[ OK ][ Cancel ][ Apply .

RecycleBin' Compirter,

To make the taskbar “flﬁ
reappear, move the >
cursor to the edge of o

Ld
the screen where the Windows _ ConiolPanel

Vista Upgra...

taskbar is supposed to
be. The taskbar slides up
into view, letting you
click whatever you need
to. Move the cursor off
the taskbar, and it once
again slides off the edge
of the screen.
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move the taskbar p. s

84

Windows XP has a trick up its
sleeve that Vista doesn‘t. In XP,
you can drag the Quick Launch
toolbar or other toolbars off the
taskbar to become floating pal-
ettes on the Desktop. Windows
XP also lets you pin these tool-
bars to the top and sides of the
screen.

Windows Vista no longer lets you
locate toolbars off the taskbar.
You can move the entire taskbar,
of course.

Vista also doesn’t let you increase
the size of icons in the taskbar,
another Windows XP trick.
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8. navigate folder
windows

Windows Vista makes some big changes to the way you navigate folder win-
dows. It gives you new ways to move between different folders and to copy
or move files. These are the main features.

The address bar displays paths in a different This new drop-down
form than previous versions of Windows menu presents links
do, but you can use DOS-like paths as well. called breadcrumbs.
The new toolbar p—
Changes Wlth dlf— @Dv| .« Documents >leJe(tF.ie;|v|MXDW 3 - |4"|Sscrth 2|
ferent windows. o o - Bovsjob
L il . Dixon account
The upper part of [T Favorite Links NW‘E_ . MXDW =
h N R B E‘ Botintents & 3“"92.00? . Southside ]
o new ReViga” I B s oo momnar 7
tion pane shows B music | Thumbnail 12/12/2006 10:45 .. Fi
alist of favorites. W e o ]
B -earches o apasioninterieaving i . I
| Public . ZipInterleaving 12/12/2006 10:45 ... Fi
The |OWEF Pa rt Of fu— . ZipManInterlzaving 12/12/2006 10:48 ... Fi
I i T Folders ™ # AlphaBlend 3/5/2006 6:09 PIM Kl
the N.aV|gat|on I B Other = EDAVEnotes 12/12/2006 933 P I
pane mcorporates || Project Files - La/FullRun 3/6/2006 L9 AM X1
- B Bob's job | LA OneBitBWG4_TIFF 352006 BI3PM X
the old Windows 1 Dmnjmmmt L PlgBit 3/5/2006 5:00 M X
EXPlOrer PAXDW 4| printareal L 3/6/2006 12:09 PM Xl
Office200] 4 printareal 3/6/2006 12:09 P Xl
The Details pane | Properties :Tﬂl‘gm_a_ﬂ?" : Y2006 L0PM X1
displays informa- W @] Vosemite Date taken: 7/12/2005 402 PM Dimensions: 1600 x1200
. . L JPEG Image Tags: Yosemite, July Size: 180 MB
tIOI'l abOUt a ﬁle Rating:

In Vista, you can
edit some of this
information right
here in the pane.

The Preview pane lets you see the contents
of certain files without opening the file.

In this chapter, you’ll work with all these features. We'll start with making
them appear and disappear.
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investigate the toolbars

The items on the toolbar change depending on which window is open. They can

also change when you select an item in a window.

folders if you don’t have any items selected.

AN

==

v|4’-||55ur1:r'1 p|

#
1 ‘

@WC)'FE' <« Wocuments +

‘ Organize v

Mame Date madified Type

@iXPSTestFiIes_En(IUserL... 471372006 10:434 AN Microsoft War
| README 4/4/2006 5:35 PM Text Documen

Favorite Links

Ei Documents
| __ T TR

/

— Organize and Views appear in every folder window.
These will be the only two options showing in most

The Help button is
also on every tool-
bar. It opens a Help
and Support window
with information
related to the folder
you have open.

When you select a folder, several more toolbar items
appear. The Explore command opens the selected folder.

F=3 Eol =<3
@_’va:, « Dacuments » - | *4 | | Search P

‘ Organize ~ lews v [E E:—:prJrr': B E-mail Share
R Mame 2 Date madified Type &
£ s o . Invaices 12/10/2006 2:26 PM File Falder M
E' . i | Other 12/12/2006 10:45 ... File Folder | |
When you select a file, the toolbar looks slightly different.
The arrow next to Open lists programs that will open the
selected file. /
(= )lE )
@va:. <« Dacuments » - | 5 | | Search Pl
‘ Organize™~ () d [!E Open™ = & E-mail E_ Share )
Esviita Binks MName - Date madified Type -
H: B '%:My impaortant report 12/7/2006 2:43 P Rich Text Farn
: i . WPF 12/12/2006 10:48 .. FileFalder | |

B A
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In some folders, such as Music, Pictures,
and Movies, the toolbar may include Burn, ——
for writing to a CD or DVD; Play all, —
for music; or Slide Show, for viewing
pictures.

@Ov @ « Music vl| 4}| |lSEE‘J"I?Jll'I 2 |

‘ Organize ~ [ Views ~ & Playall 9 Burn

Exvscite binks Nnmej Artists Album = 3
EI Documents
E- Pictures
E‘ Music
% Recently Changed @
More » Sa;’nple Music

The Computer window has its own special toolbar elements, including the
option to uninstall a program.

GO

(E Computer » - | 4,| | Search ol

‘ Organize v g Views ~ j System properties il Uninstall'or change a program & Map network drive

Esvaiie Links Mame Type : Total Size Free Space
Ei pliap. Hard Disk Drives (1) A
E Pictures — vl igta i ) |
B Music ﬂ/ 6.27 GB free of 15.6 GB
[# Recently Changed Devices with Removable Sterage (2) ~
E Searches &4

J. Public $ Floppy Disk Drive {A:) : = CDDrive (D)
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show and hide panes

Which of the window panes you see depends on which folder you open.
Different folders default to displaying different panes. In any window,
you can choose to display or hide any window pane.

@—@'rf ¥ Adrministratar e

[ew Falder

Cut

.__' -:II'I.'.'
Paste
Unda

Redla
Select All

[ Layout

Falder and Search Options

[ielete
Rename

Rernove Praperties

Praperties

Close

Click the Organize
M Craonoe - | B= s
1 ‘ Organize = | m= Views - button and go to

Date modified Size the Layout option.

ntacts
E Falder

cuments
E Folils
varites
E Faolder
/— Menu Bar ﬁ
lJ

Search Pane

| Details Pane

|:E| Preview Pane

In the flyout menu

e

each of the panes.

|| Mavigation Pane

&0
E Folder

/

The Menu Bar item here
turns on the menu bar
from previous versions of
Windows. The Menu Bar is
turned off by default, but
you can bring it back by
selecting it here.

88

that appears, you can
choose to show or hide

o "
@l{\“}'m; b Administrator » Documents »

File  Edit View Tools Help

‘ Organize =  iE£ Views -

When turned on, the Menu Bar looks like this.
It contains information that you can access in
other ways, but it is handy to have if you are
still getting used to the way Vista works.
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add folders to favorites

The top of the Navigation pane contains links to common places. Click one, and

the window takes you to that location.

You can also add your own folder as a link. For instance, you might have a folder
for a special project that you open a lot. Adding it as a link in the Navigation
pane means that you can access it from any folder window.

. ¢ Jahn Dacuments » Project Files

H:. Docurksfie Cokis job

Your folder now
@@v| . v lahn » Dacuments » Praje aPPea rsin the
; Favorite Links list.
You can move it

Favarite Links me .
B S Bab’s job to any location

, Dixon account :E;xmt;‘z\?ccount S|mP|y by dl’agglng
!E Pictures . Southside It UP or dOWI’]
i You can drag any
% Recently Changed .
B sciche of the links to

I Public reorder them.

You can also remove links that you
don‘t use. Right-click the link and

choose Remove Link from the menu.

To create a link to a folder, drag it to
@©,| the Favorite Links area in the Naviga-

tion pane. You can drag it in between
_ any two existing links. A message will
5 biamme tell you that you are creating a link.

mwwnt Be careful not to drop the folder on
B Music B Greate Yok in Links, top of a link. If you do, your folder will

& Recently Changed be moved to that location instead of
E Searches Creating a |ink.
, Public

@@v| .+ lahn » Documents » PrajectFil

= Views =

avorite Links Mame

Any changes you make to Favorite Links will appear in
the Navigation pane of every folder window.

navigate folder windows

H:‘ Documents Eob zjok
Dixan account
Dixon account XD

B Pictures Southside

H__J‘ Music

& Recen b Hpes

FE S Open folder lacation

| public|  Eaplore

Search...

Falders f
Restare previaus versians
Send To i}
Cut
Copy 1
Paste
Create Shartcut
Remave Link
Rename
Sort by Mame
Properties
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use the explorer

With Vista, the old Windows Explorer is built into every folder window. In the
bottom half of the Navigation pane is a section called Folders that displays the
hierarchy of folders on your computer. In previous versions of Windows, this
was called a folder tree. In Vista, this is called the Folders list. You can use this
area to navigate and open folders. You can also use it to copy and move files.

-

@@’ ﬂ-’y « Vista (C) » @@v E—{ <« Vista (C) » @@v & <« Vista (C) »
‘ Organize ; Views  ~ ‘ Organize v . Ws v
Favorite Links Mame Folders ~v | Mame Favorite Links Mame
i Pro § Pr
| Documents BE Desltop & i Pr | Documents
!1: o i JUse E‘ John Us !1: D. ‘ j U
, Dixon account . | | Dixon account
Pi W Wir [E Contacts LW : R
E |ctL.|re5 e m Desktop [ed !E Pictures e
&3‘ Misis E Documents Q Misic
% Recently Changed m Downloads & Recently Changed
EB Searches E,-Favorites %’ Searches
| Public W Links i Public
!P‘ Music o
E Pictures i v
[l saved Games |E «H FJesl-«top -
E Searches 4 H; Jahn
m Videas @l Contacts
. Public Il Desktop .
18 Camputer > ﬂ:. Dacuments
= Floppy Disk Dr m Down.loa(ls
E-?, Vista {C:) > E{ F.avorltes
. Pragram File [ Links
| Users !B Music
. Windows [E Pictures
L:Lj: CD Drive (D3 - > m Saved Games
ol A — i Metwork > B Searches
alders i = - | 7
— B Cootral Pagel 7| ¢ el m Videas sl
3
If you don't see the The Folders section expands Then expand it
Folders list, it may to replace Favorite Links. by dragging the
be collapsed. top edge of the
P If you want both Folders p=C9e.
L : Folders title bar
You can expand and Favorite Links displayed, :
. o : . up to the desired
it by clicking the — first click the arrow to position
— Folders title bar at collapse the Folders view. '

the bottom of the
Navigation pane.
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When you move
the mouse pointer
over the Folders list
or click in it, arrows
appear to the left
of some folders.
(These were plus
and minus signs in
older versions of
Windows.) They
fade away when

you click elsewhere.

Falders v
2 Il Desktop =
a ﬁ Jahn
E% Cantacts ‘
m Desktap =

4 E Dacuments
. Ebank statement:
. Fax i
o Invoices
) Other

4 ProjectFil
. BabAjab

ixan account

) MXDW

| Southside

-~ Scanned Dacume
. WPF
m Dawnloads
I !E Favaorites
W Links
!I;" Music
E Pictures

o [ Saved Games Ak

area will display what’s inside that item.

— Click a folder under the Folders list, and the main

> | ¢Q| | Search

@Ov“}:. <« Dacuments »

WPF
m Downloads
[ E— Favarites
W Links
!B' Music
E Pictures
b m Saved Games
> E Searches
m Videos
o Public
a8 Computer

‘ Organize v
Falders v | Name Date madified Type
B Desktop - lE)(F'STestFiIes_Er'l(IUserL... 4/13/2006 10:44 AN Microsoft Ward D..
a ﬁ Jahn . README 47472006 5:38 PM Text Document
B Contacts ‘ @8 Parallels Shared Folders  5/6/2006 9:15 PIM Sharteut
Desktap . 'E My impartant repart 12/7/2006 2:43 P Rich Text Format
a4 H:i Dacuments J WPF 12/12/2006 10:45 ... File Falder
. Ebank statements | Seanned Dacuments 12/7/2006 3:12 PM File Falder
) Fax £ ! Praject Files 12/17/2008 L2:26 .. File Folder
J Invaices | Other 12/12/2006 10:45 ... File Falder
, Other ) Invaices 12/10/2006 2:23 PM File Falder
. Project Files J Fax 12/7/2006 3:12 PM File Falder
. Scanned Dacumen J Ebank statements 12/10/2006 2:29 PM - File Falder

Click a white,
right-facing arrow
next to a folder to
expand the view
and list the folders
that are inside.
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Falders hd
< [ M Desktop &
a ﬁ Jahn
@ Contacts ‘
[l Desktap E

4 ﬂ: Dacuments

y Fax
Invaices
. Other
4 Froject Files
. Bob's jab
Dixon account
4 | MXDW
o Office2007
| Properties
. Thumbnail
. Zipidinterleavir
0 ZipadhlonInterl:
. Ziplnterleaving
. ZipManlnterlea
. Southside

J Scanned Documen ™

. Ebank statements |

Click a black
arrow to col-
lapse the view
of that folder.
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move or copy files

The built-in Explorer capability of Vista’s folder windows also gives you a handy
way of moving and copying files and folders.

St
@wv| . <« Sample Pictures - |"}| |Secm:h

- . . , . = 2 - 5
‘ Organize v = Views ™~ @ Preview ™~ 0 Slide Show ™ ¢ Prind]

Falders
M Desltop
E’ John
E| Contacts

Mame Date taken Tags
m Desktap

EJ
E. Dacuments TO move a ﬁle, drag |t tO a
RS Tree beettamdscrs " folder in the folders list.
. Invaices

To copy a file or folder instead
of moving it, press the Ctrl key
while you drag it.

M| » £

§ Other
|| Praisct Filac

Garden Green Sea Turtle

—A Y Windows tells you whether you
are moving or copying the file.

You can also use the copy-and-paste method
using shortcut menus and the Folders list.

=] | < somple ity « [ 43 | [ searen G Ey= )« samplepictures ~ [ 4] [Searc
,;. Print 1= } n ng ht_cl |C|< Wy Organize ~ & Views ~ @ Preview ~ Slide Show

&) Organize ~ = Views ~ g Preview ~ 8 Slide Show

Falders w | Mame Date taken Tags Size . Folders w | Name Date taken Tags
I o ; the file you o Jon .
B Contacts N L e — B Contacts | ™1
I Destop = Pregiew want to move 1 Desbtop Epand
IF Documents - Edit <[ Documents Explore
| Ebank statements Print and SE|ect | Ebank stat P
I Fax Desert L v 0 Fax E
|\ Invoices . LAl e Cut (or COPy) i Tnvoices Search...
§ Other Ratate Counterclockwise Other Add to Windows Media Player list
) ijecltFl\es Set as Desktop Background X X 4 Pr;]ﬂ::::; Play with Windows Media Player
L a F— E Right-click oy [
| Dixon account b
oW EE . . oL xow Restare previous versions
the destination N
. Southside Restore previous verfns e D Send Ta L
|| Scanned Documen Ga f |d : h 3"
| WPE Send To ’ older in the | WPF Cut
W - [ DA - |
| . Copy
= list and select i
Copy
Create Shortcut p a Ste . Delete
Rename
Delete
Rename Mew »
Propetties Praperties
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use the address bar

The Windows Vista address bar is a versatile tool that offers several new ways
to quickly get to folders. The most striking change from previous versions of
Windows is that Vista displays the path using a method called breadcrumbing.
(The name refers to Hansel and Gretel, who left a trail of breadcrumbs to find
the path back home.) The name on the right is the open folder. The names to
the left are the parent folders.

This bread-
crumbing view
doesn’t just tell
you where you
are; it's also
interactive. To
go to one of the
parent folders,
click its name in
the address bar.

\

=i s

GO-

&y Organize ~

Mare »

Falders

= Viev.s

Mame

l

. ¢ John » Documents » ProjectFiles »

Date madif...

Baob's jab
File Falder

MXDW
'I File Foldler

Type

v|‘f||5&arrh

Size

Tags

Dixon account
File Falder

Sauthside
File Falder

The address bar can also tell you what folders the parent folders contain and
lets you navigate to other subfolders with a just a couple of clicks.

Click an arrow
to the right of a
folder name in
the address bar. A
drop-down menu
shows the folders
contained inside
it. You can choose
one to jump to
that folder.

= o Es

By Organize ~
Favorite Links
PE. Documents

FE Pictures
B Music

Maore »

Falders

- | "f| | Search

mo Views v

@@v| . v John » Dor_nments|'|PFOJECtFHES 4

Ebank statements

Fax

. Invaices

Other

. Project Files

. Scanned Dacuments
| | WPE

2|

Tags

Dixan accaunt
File Falder

Sauthside
File Falder

If you click the arrow to the right of your parent folder (in this case, Documents),
you'll see a list of its subfolders, including the current open folder. The name in
bold is the folder you are currently in. Click one of the not-bold folder names to

go to that folder.

navigate folder windows
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use the address bar (o)

You can also use the address bar to view and type a traditional folder path.

— ¥ Click the folder icon.

- —
@T'\_}" .« Documents » Project Files » NXDW »

EJ The address bar switches from the breadcrumb view to a traditional
folder path. You can type a path to go to any directory on your computer.

AN
N

@uv| J 'E:"-_Users"-AcIministrator"-_Dc-cuments"-_F'roject Files' XDV - | +3 | (

‘ Organize Views ~ [ Explore B E-mail E Share

You can also type in the address of a Web site here. Press Enter to bring up
Internet Explorer with the Web page you specified.

To the right of the address bar is the search bar. Type in a term here to search
for items within the current folder. The results of your search are presented in
the same window.

G0~

|5 » Search Results in Project Files hd | +3 | | dixon ® |

‘ Organize + == Views ~ L., Save Search % Search Tools =
Fricite Enks Mame Date mml'iﬁecl Type Falder
| Dixon account 12/10/2006 3:02 PP File Falder Project Files {C:,
E. Documents hemesy ; i ; :

) IE‘,:}N::utes an Dixan 1271072006 2:46 P Rich Text Format Dicon account (¢
E Pictures

i Did you find what you were searching for?
o' Music
[===]

More » Advanced Search

Folders ~ oy m k
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view and edit file info

The Details pane displays information about a file, such as its fi
modified, and size. The Details pane also presents other inform
can edit on the spot. The type of information displayed depend
file selected.

lename, date
ation that you
s on the type of

Here, we've selected a Word document in a folder window. The Details pane

is displaying a title, author, and tags. Some of this information
from the Word document, and some of it was typed in here.

comes directly

E=3 | EoR 5
@_\_)" . v lahn v Documents » Project Files » MXDW » - |#’| | Search 2|
‘ Organize Ews v E_!E__B Open ~ B E-mail ﬁ Share
Falders w | Mame Date modified Type Size Tags =
| Project Files - |E'T'EiDA\«'Enm:es 12/22/2006 5:56 PM - Microsoft Word D... 23KB  San Franci... [
| Bab's job ||| 4% FullRun 3/6/2006 1109 AWM XPS document 5335KBR
. Dixon account <l OneBitBWGA TIFF 3/5/2006 3:13 PM KPS dacument 6 KB X
YT T —— ulll u
DAVEnotes Date modified: 12/22/2006 5:56 PM Size: 22.5 KB
= Microsoft Werd Document Authors: John Rizzo Title: Motes from meeting with David Maddox
Tags: San Francisco, hardware

information contained in the file. You can use the Details p
edit (or add) the artist, album, and genre and add a rating.

— For music files, the Details pane can display album art and related

ane to

[E=30 (BT |
@Dvuﬂ' » John v Music - |&, | | Search 2|
‘ Organize ~ ™= Views ~ [B Play = @8 Playall . Share 7
T o e Name) Artists Album = Genre Rating = n TO edlt
[/ pocuments I the informa-
Pictures H H
I s J’ L tion, click
!B' Music .
More » MP3 td the text in
Ll Maountain of 15 Dancing In The  Sample Music the Detalls
Falders i | Needles Dark Pane. The
" 11 Mountain of Meedles Artists: Brian Eno-David Byrne gth: 00:02:37 .
1 in of Needl I
- - ! MP3 Format Sound Album: My Lifeinthe B G... Rating: % W W teXt Wi turn
o Genre:|_,l\;mbient_: | [ Save ] |_ Cancel ] IntO a ﬁeld
/

E1 The Save and Cancel buttons will
appear. Type the new text and click Save.
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preview your files

The Preview pane lets you peek inside certain word processing files, pictures,
audio files, contacts, and other file types, without having to open the file.

The Preview pane shows up automatically in some folders, such as the Pictures
folder. If you don't see it, you can turn it on by going to the Organize menu and
choosing Layout (as described earlier in this chapter).

[r=fEr s
@@vﬁ: » John » Documents » > |"f| ‘ Search o The PreVIeW Pane
. _ 0 o o ~ H
‘ Organize ~ Views ~ J Open ~ = Print I E-mail : 1S located on the
. . ~ Tile AncTuded in this . H H
Na.rjﬂe Date madified Type Size = zIP archive. r|g ht S|de Of the
ﬁ}XPSTestFi\es,En(IUserL..‘ 471372006 10:44 AN Micrasaft Ward D... B .
| README 4/4/2006 538PM  Text Dacument |§f === folder window.
d Parallels Shared Folders  5/6/2004 3:15 PM Shorteut The sample documents H
Ij‘ 2 i : in this ZIP archive Clle ona text
l&.l‘vﬂy impartant repart 12/7/2006 2:43 P Rich Text Format || were generated from a
WPF 12/12/2006 10:48 .. File Folder " variefy of sources, file, and you can
Scanned Documents 12/7/2006 3:12 PM File Folder including, those /
generated from .
Project Files 12/23/2006 227 AM File Folder the windows read its contents.
2 7 Presentation
Other 12/12/2006 10:48 ... File Folder | | Foundation in winesx,
Invaices 1271072006 2:28 PM File Falder — from office 2007, from
Fax 12/7/2006 312PM  File Folder EREMTCKDSET SRS —
- D PP P o e e R [=lErE=]
2 [ | 3 (M=DwW), and a few -
bt A LEE ~ 42 ][ search R
Wy Organize ~ 5= Views ~ [ Open ~ @8 E-Mail [ New Contact [Im Mew ContactGroup »
CI Ick on a contact |n the COI’]taCtS Name E-mail Address  Businessphone  Home phone
. Administrator
folder, and you can see everything | @ &
Betty Anderson
you need to know. . \
| Jesse Romero
. . . i ._.g_ }15-555- 182 Jim Dixon =
With audio files, the Preview pane - vy
. . . — | jimdixon@acme.com Winsleydale College
lets you listen to a file without B s
. ) . Robert Hallard E-mail addresses 3
opening Windows Media Player. e toonasmecom Prfrsc

Phone numbers
1-409-555- 1212 (Business)

-

[==]rE=]

Work adedress:
123 Callege Ave, MS 494 -

e - !B' v John » Music v | *4 || Search ol
i

By Organize + iews + (B Play ~ (B Playall [E& Share

Easonite inks Name Artists Album Y
- 14 L1 Mountain of MNeedles The Pre\”ew ane
[ Documents 2] 15 Dancing In The Dark ~ P

B Pictures [ Sample Music dlSPIayS album art
!B' Music . . .
& Recently Changed If the music ﬁle
!E’ Searches ContalnS |t
y Public
Falders v — C“Ck the Play
B e . button to start
Music -

the song.
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change folder views

In any folder window, you can change the way you
view files and folders. Click Views on the toolbar
to bring up a different view. Keep clicking to cycle
between four different views: List, Details, Tiles, o
and Large lcons.

. % Project Files »

There is also a Views menu that lists seven different
ways to see the file and folder icons inside. To open
the Views menu, click the arrow on the right side
of Views in the toolbar. S

€| Extra Large Icons I

The four Icons views—Small, Medium, Large, and
Extra Large—display only the filename and icon. & Large Icons

&% Medium Icons

List view also displays the filename and icon, but
items are smaller than in the small icons view, and

more files can be displayed in a window. e
i List

Tiles view displays medium-size icons and filenames

along with the type of document. Details view pro- =

vides the most information, including date modified £ Tiles

and file size.

For folder icons, Windows Vista has a feature called Live Icons, which gives you
a glimpse of what'’s inside the folder.

This Live Icon shows two of

the actual picture files inside

the folder.

@@-ﬂ' » John » Documents »

— If a folder contains other folders,
its icon looks like this.

A folder containing music shows

album art if it’s available. If you
J have PowerPoint installed, the

" o | Live Icon will show the first few

slides of the presentation.

Live lcons work with Tiles view, as well as the Medium, Large, and Extra Large
(shown here) Icons views.
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show and hide panes p.ss
» Another way to display the clas-

sic Menu Bar in a folder window
is to press the Alt key. You can
press the Alt key again to hide
the Menu Bar again.

e The Alt key won't hide the Menu

Bar if you turned it on using the
Organize menu. In that case, you
have to use the Organize menu
again to hide the Menu Bar.

use the explorer p. %

98

Another way to display the Fold-
ers list in the Navigation pane is
to right-click the Start button and
choose Explore. A new window
will open with both the Favorite
Links and Folders sections
displayed.

change folder views p. 97

You may have noticed that the
Views menu has a slider bar. This
isn‘t just for show. If you hold
the left mouse button while you
drag the slider between the Small
and Extra Large settings, the
icons in the folder will grow and
shrink continuously. This allows
you to set the size of icons in
between the four standard sizes.
So if Large is just a little too big,
you can shrink it slightly without
going down to Medium.
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9. sort, group, &
filter files

Windows Vista provides a number of ways to arrange folder contents. You can
sort, group, stack, or filter files in a folder window with just a few clicks of the
mouse. In previous versions of Windows, column heads were only available in
Details view. In Vista, the column heads appear regardless of whether the files
are arranged in columns or as icons. In any view, you click column heads to

sort files.

Each column
heading has a
flyout menu
that appears
when you click
an arrow to
the right of
the heading.
The arrow only
appears when
you move the
cursor over the
column name.

K=/ « ProjectFiles » 1XDW »

‘ Organize ~ = Views ~

- |4f| | Search

I
Sort arranges

files and folders
by name, date,
or other criteria.

In this chapter, you’ll use these features to manage your files.

Erhie binks Mame ¥ | Date madified Type Size Tags : -
" W Documents —= £ Sort I Graup )
E Pictures Al F @ a-H "
EJ' Music F Fri-p -
& Recently Changed o g 0O Jeo-z 2 -
B Searches printar{ | || Stack by Mame 2ald printareadd
y Public
Falders v
Bob's jo - |
City Cofllege Kl =
. Dixonfaccount
I I A
y i b printarea L0 DAVEnotes fosemite x
This area lets Stack creates Group arranges

files in clusters
based on certain

you filter files, temporary
so that only cer- subfolder-
tain files appear like objects.

in the window.

characteristics
to make it easier
to find a particu-
lar file.
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sort files & folders

For icon views, sorting files is easier in Vista than in previous versions of
Windows. Just click a column head to sort by name, date, type, or other criteria.

In an icon view, icons can get out of order as you move them around. To reorder
them, click a column heading. Here we'll click Name to sort alphabetically.

/

'

‘ Organize = e Views -
Mame

Favorite Links

Ei Documents

@“@"E‘ v lohn » Dacuments »

E Pictures ,.
B Music Ebank
% Recently Chang... Matements
E’ Searches
{0 Public %
Falders v | KPSTestFile...
E! Documents =
. Ebank stater| |
J Fax
. Invaices %
. OtherOne ) Iy

Date modified

Phatas of
Trip

i 4

READIME

+ | Sea r":r':l

DAVEnotes

I

Praject Files

Invaices

Scanned
Daocuments

Yasemite

Parallels
Share...

s

WPE

=)

m

To reverse the
order, click Name
again. The window
will sort in reverse
alphabetical order,
with the folders on
the bottom.

100

The icons are
now arranged
alphabetically;
folders first,
then files.

@'@'|E v lohn » Documents » - | +5 | | Search jol |
‘ Organize e Views
Eavonie ks Name Date madified Type Size Tags i
[El Documents ll ,
L .
E Pictures b E:‘J-l . ¥ h_
EJ' Music Ebank Fax Invaices Other One Phatas of
@ Recently Chang.. statements Trip
E Searches [ [ =
Ji Publi .
i Public “;_,:.I H Fb
Falders ~ | ProjectFiles Scanned WPF DAVEnates Iy
- Documents imparta...
Eu Documents  »
. Ebank stater| | ) -
— . | ey -
1 Fax 1 !' |
. - a | T
0 Invaices o |
o Other One - Parallels README KPSTestFile... Yosemite -
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swap column heads

Not all folder windows are the same. The Music, Pictures, and Contacts
folders have different column headings than do standard document folders.

o= e

@Ov@l v lohn » Documents » - | “fl | Search r |
‘ Organize ~ =

Esvoite ks Mame Date madified Type Size Tags =

orit ks I

[ e e

‘@i iv@' » John » Music - | "fl | Search Fe |

‘ Organize v | g= Views v (®) Playall

Nitme, Artists Album = Genre Rating

Favarite Links

@Ov@ v John » Pictures - | ‘H-l | Search 2 |

‘ Organize ~ ™ Views ~ B Slide Show

Favorite Links

Mame Date taken Tags Size Rating

%v@ » John » Contacts - | ‘fl | Search R |

‘ Organize = iews ~ (@ New Contact I Mew Contact Group [Eg Import [y Export

>
Mame E-mail Address Business phane Home phane

Favarite Links

Each of these folders presents sorting criteria specific to the type of files kept
inside. Several of the column heads let you sort by information that is con-
tained inside the files, such as artist or album for music files, or phone number
in contacts.

You can make any folder display these column heads. For instance, if you want
to have your own music or pictures folder nested inside folders in some other
location, you can tell Windows Vista what type of folder it is.

On the next page, you’ll find out how.

sort, group, & filter files 101



swap column heads (o)

Here, we're going to change the column heads of an ordinary documents folder

to those of a pictures folder.

E1 Open the folder

- | 5 | | Search

@CJ-‘ . = Phatos of Tip » Skitrip

‘ Organze ~ & Views ~

you want to change.

— B Right-click on an

FaChteLinke Mame Date modified Type Size == Exd
Ei Documents 7
p— View
E Pictures : Bsn
ort By
E}' Music 4 )
> - i Group By L
& Recently Chang... . o =
Stack By
Searches
E EarCne IMG_L329 Refresh
§ Public
Customize This Falder...
Falders N 4
j Fax - s
. Invaices | Paste Shorteut
. Other One Unda Capy Ctil+Z
. Photos of Trip e —
T Mew 3 I ;i
. Ski trip - IMG_L323 | Skitrip Praperties
Praperties

empty space in the
folder window (not
on an icon).

| — EJ choose Custom-
ize This Folder from
the shortcut menu.

=

| General | Sharing | Security I Frewious Yersions | Customize

n A Properties dialog appears for the
folder. Click the drop-down menu under
Use this folder type as a template.

B choose Pictures and Videos.
ﬂ Click OK in the Properties dialog.

The folder now has the same column
heads as the Pictures folder.

what kind of folder do wou want™

g thiz folder twpe az a template:

[_D ocuments:

Al ltems
Documerts
Fictures and Vi
usic Detai
Music [cons
e T

Choosze File...
Restore Default

Folder icons

i3

You cat change the falder ican. IF you change the icon, it will
o longer show a preview of the folder’s contents.

)

'|‘f||SEErfh

@_ij| . =« Phatas of Tip » Skitrip

‘ Organize v & Views ~ B Slide Show

vt Links Mame | Date taken v | Tags Size

Ei Documents

E Pictures H"’\ = =

B Music j i ﬁ
& Recently Chang... [ " T
B Searches IMG_1334 MG_1333 MG_1332
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[ Ok ] [ Cancel Appl_;,'

MG_1331
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add sort criteria

You don’t have to be content with the sorting criteria that come with the vari-
ous types of folders. There are actually dozens more to choose from, many of
which look inside your files to sort.

You can add more sorting criteria by displaying more column heads. You can
also remove column heads.

n Right-click any column heading.

\ (o= )

@@v| ‘\r John » Documents » - | 4y | | Search Pl

‘ Organize = Views ~ [H Explore B E-mail E, Share

Mame I s el o] Size Tags -
s Size Column to Fit

Invoices r

! Other One Size All Calumns to Fit s

| Photas of Trip | Hamie r

k Erojest Fes ¥ Date modified 4

J Scanned Documen v r

WPF LS 1
lﬂ;DﬁVEHUtES v Size Ward D... 23KB  San Franci.. E
EM:{ impartant repa ¥ Tags Farmat LEE
@4 Parallels Shared Fol Authars LKE
| README Title ment IKB
lgi'.)&'IJSTestFiIE_ls_EruIU C ; Ward D... 4 KB

ategories 3

= fosemite / [ L35LKR  Yosemite, ..

Mare...

E A shortcut menu appears with a partial list of possible column headings.
The criteria that have check marks next to them are currently displayed as

column heads. Clicking one of these to uncheck it would remove that column
from the window.

The exact items appearing in the list depend on the type of folder. This is a
documents folder, so the items in the menu are attributes found in Microsoft
Office document files.

Clicking the More menu item brings up a complete list of dozens of criteria.
Here, however, we'll click Authors to add it to the window.
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add sort criteria (con

B Newly added columns always appear on the far right of the window, some-
times out of view. To make room for the new column, narrow the Name, Date
Modified, and Size columns by dragging the lines to the right of the column

headers.

@@vm: v John » Documents »

V|"¢||Sear~:h 2|

‘ Organize ~ Views ~ U8 Open ~ M E-mail E: Share

Mame 4‘_ Date maodified Type Size Tags Authors *
. Scanned Documents  12/7/2006 3:12 PM File Falder
s WPF 12/12/2006 10:45 ... File Folder
iEL{DA\:‘Enotes 12/22/2006 5:56 PM - Microsoft Wa.., 23KB  San Franci.. / John Rizm—
@; My important report  12/7/2006 2243 PM Rich Text For... LEB A
(@4 Parallels Shared Fold...  5/6/2006 9:18 PM Sharteut LKB 3
. README 4/4/2006 5:35 PM Text Dacument KB
'E KPSTestFiles_EndUse...  12/27/2006 2:19 AM Microsoft Wa.. 24 KB Ron Mck
L Vacamita 12/17/200A 9-48 PRA IPEG Tmmane 1251 KR Vacfmita i,
1 . ol -

Zoology data Date modified: 12/27/2006 3:06 AM
% Microsoft Word Document Authors: Ned Welch

/

1 We now want to move the columns around. Grab the Authors column head
and drag it to the left; let go when it’s positioned next to Name.

3 click Authors
to sort by the new
criterion. Click
again to reverse
the sort, putting
the files with no
author at the bot-
tom. The result
will look like this.
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@@vmj v John » Documents »

‘ Organize =

v|4¢||559r~:r" 2|

Views ~ [B Open & E-mail

Mame Author;

*  Date maodified Type Size Tags *
'ﬂ} KPSTestFiles_EndUse... RanMckeman  12/27/2006 2:19 AM  Microsoft Wa... 24 KB
'E.Zooloc}' data Med Welch 12/27/2006 3:06 AM - Microsoft Wa... 24 KB
'ﬂ;DA\"Enotes lohn Rizza 12/22/2006 5:56 PM - Microsoft Wa.., 23KB SanFr
. |README 4/4/2006 5:35 PM Text Dacument KB &l
[#4 Parallels Shared Fald... 5/6/2006 9:15 PM Shartcut LER |_
'E'EI:I My impartant repart 12/7/2006 2:43 P Rich Teut Far... LKB |=
| ¥ asemite 12/17/2006 9:45 PM JPEG Image LESLER  Yasen -
2| " ] b
WPF
Kr‘ File Folder
] Date modified: 12/12/2006 10:48 PM
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group files & folders

Another way to arrange files in folders is to group them. Grouping arranges
files in categories. You can group by Name, Date Modified, Type, or any criteria
that is a column head. Grouping is available in all views except the List view.

We'll first group by name.

El Move the cursor
to the Name column
head. An arrow

appears to the right.

Bl click the arrow

O*Q EB ¥ lohn » Documents » - | +4 | | Search

‘ Organize = mon Views ¥ | Preview - !;: Print

B E-mai

to the right of Name.
A menu appears.

E] click Group. — |

| Tlame w  Date modified  Type

Size

. Ebank statements ;g;pfi Group

| L ngicer— | & J A-H

. Phatas of Trip B _LIJ o
. Scanned Documents B :_LIJ o
IEI:Lﬂ'.‘».-‘Enu::utves E

24 Parallels Shared Fold | ]| Stack by Name

leport

IEXF‘ STestFiles_EndUserlicenseAgreement || fosemite
iﬁm_j.ZUCl'Ug}’ clata

The objects in the window are now arranged in three alphabetical groups.

(=5 |ECR =)

OTQ |E:| ¥ John » Documents »

By Organize ~ 288 Views e Open & E-mail % Share

Marne g Date madified
A-Hi3)
. Ebank statements
I;"—ED,ﬂ\‘«f'Erwtltts
I-P(6)
- Invoices
. Photos of Tnp
iEMy impaortant repart

v|4’||555r:r’1 p|

Type Size Tags
§ Fax
. Other One

. Project Files
[#8 Parallels Shared Falders

Q-Z(6) -
. Scanned Documents 5 WPF
. README EXPSTestFiIes_EncIUserLicenseAgreement
= Y osemite EZoology data
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group files & folders (con.

Grouping by file type is often more useful than grouping by name. The proce-
dure is similar: Click the arrow next to the Type column head, and select Group.
Vista arranges similar files together like this.

=

7 v In this particular

OQ m:. v John » Documents »

ol window, there are

R e ; too many groups and
Mame fMate maodified | Type - | Size Tags = ﬁles to be seen Wlth_
ik x out scrolling. You
| Ehank i
T o can take care of that
~ Phatas of Trip . Praject Files = by Col |a PSlng one or
- Scanned Docume W WPF more qroups
JPEG Image (1) A g P .
= Yasemite .
Microsoft Word Document (3) ~ m ClICk the arrow on
EDA\:‘Enotes B %P STestFiles_EndUserLicenseAgreement the r|ght S|de Of F||e
Hleom e Folder and Shortcut.
Rich Text Format (1) o
===
OO - |![. b John » Documents ¥ - | 3 | | Search gel |
‘ Organize ~ EEE -V\'ews ~ 1@ Preview - :;: Print & E-mail . Share
Mame Date madified  Type 2 Size Tags
File Folder (8) v
JPEG Image (1) ~
li=| Yosemite
The WII’IdOW no |Onger Microseft Word Document (3) s
H H H iED)’\\:’Enotes l&?)(F'STestFlIes_Er1(|UserLlcenseﬁtgreer‘ﬂent
displays the icons in B Zooiony dat
the collapsed groups. Rich Text Farmt (1) .
iEMy impartant report
Shertcut (1) v
Text Document (1) ~

Type - | Sze Tags

% Sart 22 Group

|l File Fold
| ) JPEG Image

| ) Rich Text Format
| Shortcut
| Text Dacument

O OoEEOEO

Stack by Type

| Micrasoft Ward Document

To turn off grouping and return to
the default (ungrouped) view, click
—~ Sort in the column header’s menu.
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filter files & folders

When you have a lot of files to look through, you can filter them so that the
window hides files you aren’t interested in. As with sorting and grouping,
you can filter using any criterion that is displayed as a column head. Filtering
options are displayed as check boxes in the column head’s menu. Here, you'll
filter the files by a specific date.

__— E¥ Move the cursor to the
(& =IT < Documenss » = [ % ] Scqm Date modified column head
- ; — . — and click the arrow that
‘ Organize ~ &g== Views ~ [B Oper es'E-mail [ Share .
- appears to the right.
Mame Date madified + | Type Size Tags
& Ebanystatiments £ Sort [ Group B Find a date to use and click
LLE 1 [ Filter by a specific date: / it. You can navigate to other
Fhaotos of Trip .

o Scanned Documents 4 December, 2006 » / monthS USIng the arrows to the
= Vosemite Su Mo Tu We Th Fr # left and right of the month.
lEi-XPSTEStF”ES_EI"IdUSErLi{Er‘I 2

] g s 3 4 5 6 7,8 9 H
E:‘Ei[:r:r;:rtant report i 5 53 B B/ B Click the check box next to
s 718 19 04 223 Filter by a specific date.

24 25 26 29 30 1
Eil .
Many of the file and folder
B ([ Today & . il di | .
B | @ Gitwes J icons will disappear, leaving
n only those that were modified
|l Stack by Date maodified

on the date you specified.

/
Windows will ask / = o >
if you found what €
you were looking W Coenze v I Views v
for and if you want

- | g | | Search

Size Tags

to sea I‘Ch inSide I%-.Zmlogy( a l5'_‘—'.‘;?.}(PSTestFiIes_En(IUserLicense..ﬂ\greemlent
subfolders. That’s
because ﬁltenng is N Did you find what youNere searching for?

; Search in Subfolders

actually a type of
search that doesn't

require typing. After \
a filter, the window displays the To see all your files again,
files and folders that were found. click the Back button.
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stack files & folders

Stacking files is similar to grouping and filtering. Like grouping, it organizes files
using criteria such as name, date, and file type. Like filtering, stacking reduces
the number of icons in a window. It does this by creating groups of files called
stacks, which act like subfolders. A stack can contain files and folders from
multiple folders.

oo e Here, you'll stack
O@v“}; <« Dacuments » - | ¢,| | Search P | by tyPe Il'l the
‘ Organize ~ .E'Views ~ [® Open M E-mail [ Share : Documents f0|der'
Mame Date madified Type = | Size Tags *
|,| w7 Sort fﬁ Group n Move the
L !Et._'.l l [C1 [ File Folder cursor to the Type
Ebank Fax Invoices ] ) JPEG Image = CO|Umn head al’]d
stotements [T ) Microsaft Ward Document :
| ||l Rich Text Format Cl ICk the arrow
kK ﬂ % Bl shortcut that appears to
= 1 ) Text Document i
WPF Yosemite  DAVEnotes X the rlght'
/._HJStack by Type -
Click Stack b
TE Cthe bote Seles
YPe a €bo @@v Iy % Search Resultsin ... » - | +4 | Search 2|
tom of the menu.
‘ Organize ¥ om Views - E SaveSearch ¥ Search Tools +
The W|nd0W Mame Date madif.. Type & Falder Tags
now shows stack . . . il .
icons, each with UJ m m m m m m
a na.me of a tyPe DOCK File F IPEG Image Pl‘ovllrcerr‘;s;:;ztm ‘.I"‘iljcrzrszﬂ PDF File R;;Tr::;m
of file.
EJ Double-click — m m m UJ
a Stack to OPen Shartcut Text TIFF Image XPS
. Document document
it. Here, we are
opening the
JPEG stack. Stacking doesn’t move or copy any files. Stacks are

the results of a search, as stacking is actually a type
of search. The Save Search button appears when you
stack files.
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(7

HH

If you stack the Documents folder by date, you get stacks with names that

refer to time frames: Today, Yesterday, Last weelk, and so on.

/
/ /

/ [l es

Search Resylfs in . - 4}| | Search

Search Tools =

|

Last week Earhier this this
week manth vear

Alang time
g

_ Our JPEG stack con-
G0 « peomase Ak BT 2! tains files and folders

By Organize ~ M Views + ™ SaveSearch ,® SearchTools + @ that reside in multi-
Mame Date modified | Type Folder Authars  Tags = Ple folders inside our
Documents folder.

If copies of the same
3 : file are located in two
Yasemite Vasemite Welcome Scan Autumin Leaves  Creek with water different folders, the
file will appear in the
stack twice.

v|‘_7| |Se:m:h

- — 3 -
58 Views '+ 1- Save Search ™ Search Tools «

Double—chckn‘]g Date modified Type Folder Authors

a stack-by-date

Tags

reveals files of o % % i f “ H
dl'ﬁ:erent types Ebank | etter? DAYEnotes pragress Southside MEDW Yasemite
statements repa S.(|0CR
as well as folders. L™ post i
To see all your files again,
click the Back button twice.
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filter files & folders p. 107

When you filter by date modi-
fied, the menu gives you two
options to filter by: Today and
Last week. If you click the down
arrow to the right of these items,
you get two more: Earlier this
month and Earlier this year.

We added an Authors column
head in order to sort by the
author information stored in
Microsoft Office files. The flyout
menu for this column also has a
useful filtering feature. It pro-
vides a list of authors with check
boxes next to each. Click one or
more author names to retrieve
files containing those authors.

Authors =

Sort % Group
[ [ Jahn Rizza
[ () NedWelch
1 ) Ron McKernan
[ [ Unspecified

I Stack by Authors
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Stacks aren’t really folders, but
collections of search results.
The files inside a stack might be
located in different folders. So
where are these folders really
located? You can find out by
right-clicking a file inside a stack.
Choose Open File Location from
the shortcut menu. Vista will
open the actual folder that con-
tains the original file.
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10. Secure youy
computer

One of the major advancements of Windows Vista over Windows XP is in secu-
rity. Vista offers protection for your computer from malware, spyware, Trojan
horses, phishing, and spam, as well as safequards for your kids. Protection is
turned on when you install Vista, but don’t take it for granted. You should peri-
odically run the checks that Windows provides.

The two main security features in Windows Vista are the Windows Security
Center and Windows Defender. But Vista has much more—including Windows
Firewall and Windows Update, which is important for getting the latest secu-
rity patches.

For a bird’'s-eye
. . , =
view of Vista's Iﬂl Security Center
secu r|ty featu res, = Check for updates | Check this computer's security status
Turn autematic updating on or off [{ﬂ Check firewall status
open Control

Require a passwerd when the computer wakes
Panel from the

) Windows Firewall
Sta rt menu. Then ﬁ ICJ Turn Windows Firewall on or off f@' Allow a program through Windows Firewall
click Control Panel
Home, and then #p windows Update

Turn autematic updating on or off | Check for updates | View installed updates

Security. You’ll

see a list of secu- @

rity features and

links to Conﬁgure/ % Internet Options

update, and run 2=

security software.

This window will be g" Parental Controls
%l

Windows Defender

Scan for spyware and other potentially unwanted software

Change security settings | Delete browsing history and cockies
Manage browser add-ons

the sta I’tl ng Place |}!:f.' Set up parental controls for any user ff' View activity reports
for the descriptions
in this chapter.

BitLocker Drive Encryption
# [ Protect your computer by encrypting data on your disk | [ Manage BitLocker keys
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check security status

Windows Security Center presents the status of the most important security
features of Windows Vista in one place.

While Windows XP also has a Security Center, the Vista version monitors more
security measures, including some that are new to Vista. The Security Center
tells you if the features are running or if you need to take some action to enable
or update them.

One way to open the Security Center is to click its name in the Control Panel’s
list of security features, shown on the previous page. Here’s another way:

EY open Control Panel
from the Start menu. Connect To

Default Programs

Help and Support

# Control Panel Home .
e System and Maintenance
E Ma ke sure COﬂtI’O| Elesiciicn = Get started with Windows

Panel Home is selected Back up your computer
and click Check this
computer’s security
status under Security.

Security
Check for updates
Check this computer's security status

@ Allow a program through Windows
Firewall
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The Security Center monitors four sets of features. It provides brief reports for
each, including their status, in the main part of the window.

The Firewall report tells you if your Automatic updating checks to
firewall is turned on. The firewall see if the latest Windows secu-
prevents certain types of network rity patches from Microsoft are
traffic from entering your computer. installed. Here, it tells us that
\ there is a problem.
Windows Update Cecurity essentials .
e :(eels El]rr?t:rcé)lr(?urcumputer, make sure the four security essentials below are
5 Windows Defender Uskng Windews Security Center
e Firewall one | (w
* Get the latest security and
"h’;'i‘é:::;‘mm"“ CULERELE | Aytom atic updating Nat configured @ | (v)
E::tr?[ea::;sw;{ Security IMalware protection Check settings © \:r —t— /\/\a|Wa re Pro—
Other security setings ok @ | (v tection inClUdES
Windows
Defender,
which scans for
S ks spyware, and
Backup and Restore virus protec-
tion. Windows
' | doesn’t come
Other security settings with antivirus
The left side of the reports on Internet and user software, but
Security Center account settings. This report the Security
contains links warns you if you‘ve turned Center reports
to places where off Internet Explorer’s on whether
you can change Protected mode. you have any
settings. installed.

You can see more details about any of the four reports by clicking them.
Here, we'll click the two reports that show problems, Automatic updating
and Malware protection.

secure your computer 113



check security status con.

By expanding the two areas, you can see the details of those security reports.

—The Malware protection report warns

an antivirus program, but Microsoft
recommends that you buy one.

that we don't have any antivirus software
installed. Windows does not come with

The Find a program
buttonisalink to a
Microsoft Web page
that lists antivirus
programs.

(i
9 Windows Security Center

Security essentials

0K

dows Defender Using Windows Security Center

Internet Options .

Firewall

* ' Get the latest security and
wirus information online from

Autom atic updating
Microsoft

Change the way Security
Center alerts me
perfermance of your computer.

Malware protection

Virus protection
‘Windows did not find antivirus softw;
Show me my available options.

Spyware and other malwarsfirotection
8 Windows Defender i

g~

Other secupfy sethngs

: Backup and Restore

To help protect your computer, make sure the four security essentials below are marked On or

Autematic updating is not yet configured for this computer.
Automatically installing updates can enhance the security an

How does automatic updating help protect my compffer?

ively protecting your computer,

How does anti-malyfre software help protect my compujfr?

= |
o Windows comes
with Windows
Defender,
which scans for
spyware that
may be hidden
on your hard
drive. Here, the
report tells us

one |

Mot configured © | (a)

Change settings...

Check sftiings © | (a)

/

The Security Center also reports
that Automatic updating is not

turned on. This is important to

have activated, as it will down-

load and install the latest secu-

rity updates to Windows.

You can activate it here by click-
ing the Change settings button. —

~ : : -
(\') Choose an automatic updating option

Read the Windows Update privacy statemenfonling

AT— [ﬁ that Windows
= Defender is set
to automati-
cally scan for
*® @ spyware.
| Windows security Center |

Updates can enhance the security and performance of your computer, so it's important te
install them as soon as they become available. Understanding Windows automatic
updating

“ Install updates automatically (recommended)
Install important and recommended updates as they become available.

% Let me choose
Choose the updates that are in
schedule.

alled automatically and set an automatic updating

In the dialog that appears, click Install updates automatically.
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customize the firewall

Windows Firewall helps keep malicious programs like worms (known as
malware) off your computer by allowing only certain types of data through a
network (typically the Internet). Vista’s firewall is much more advanced than
the one in Windows XP and has lots of tools for administrators. Fortunately,
average users don‘t need to fiddle with them. You might, however, need to
allow a network program through the firewall. Here, we'll allow Windows
Media Player to receive content through the network.

n Open the Control Panel’s list E=mFE )
of security features shown on Security » -] 43| [ searen )
the first page of this chapter. -

. . i I Security Center :
E U nder W[ ndOWS F[rewa | |/ \e Che-_'l-:fc:upclates Check this computer's security status

Turn automatic updating on or off '.1_-’f' Check firewall status

click Allow a program through
Windows Firewall.

Require a password when the computer wakes

ﬂ Windows Firewall
'4"' Turn Windows Firewall on or off

'@j.l Allow a program through Windows Firewall

@ Windows Firewall Settings =3

General | Exceptions | Advanced

pragram or port exception to allow communications through the firewall,

wiindows Firewall is currently using settings For the private network location,
What are the risks of unblocking a program?

To enable an exception, select its check box:

Exceptions control how programs communicate through Windows Firewall, add a

Program or pork

O remate Yolume Management

[JRouting and Remate Access

[ SrMP Trap

O'windows Collaboration Computer Mame Registration Service
O'windows Firewall Remate Managernent

[ Wwindows Management Instrumentation (WML
B 'indows Media Player

[O'windows Media Player Metwork Sharing Service
O'windows Meeting Space

[O'windows Peer to Peer Callaboration Faundation
O windows Remote Managemment

m

[ wireless Portable Devices o

Inddprogram... H Add port... H Properties ] Delete

@Notify me when Windows Firewall blocks & new program

[ Ok ][ Cancel ] Apply

secure your computer

E] The Windows Firewall Set-
tings dialog appears. Under the
Exceptions tab, scroll to Windows
Media Player and click the box
next to it.

] click OK.

On your own computer, you may
find that Windows Media Player
is already enabled. But if it, or
another network program, isn‘t
working, the Windows Firewall
Settings dialog is a good place

to check.
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scan for spyware

Unfortunately, some malware can slip past firewalls, which also cannot stop
viruses that are attached to e-mail. Software that you download can also be

a source of spyware and Trojan horses. Spyware is malware that can secretly
record your keystrokes (including credit card numbers that you type) and send
the information to someone over the Internet. A Trojan horse can turn your PC
into a zombie computer, which sends out spam without your knowledge.

To fight these threats, you can use Vista’s Windows Defender to scan your
computer for spyware and Trojan horses. It can perform a quick scan, which
looks in the most likely places that spyware infects, or a full scan, which checks
every file on the hard drive and all running programs. The full scan can take a
half-hour or more, so use it only when you suspect an infection.

To perform a quick scan, do the following:

E} in the Start menu, click All Programs. El click windows Defender.

@ Default Programs ”
& Internet Explorer
[ Windows Calendlar CEA\ D

Windaws Contacts
M4 Windaws Defender Administrator
B Windaws DVD Maker

55 Windaws Faxand Scan

ﬁ‘ﬁ Windaws Live Messenger Download
(g3 Windaws Mail

» Al Programs

Start Search L2

[— Documents.

Pictures

B In the Windows Defender window that opens, click Sclan.

. 45 Windaws Defender

.:S::‘ ‘::’, ﬂl, Home g Scan |+ ""3 History {} Tools @:I |- "g \[)Ne:;nddowg
’. enaer

Protection against malicious and unwanted software

l@ Last scan:

Mat available

Status

Last scan: Mot available

Scan schedule: Daily around 2:00 A,

Real-time protection: On

Definition versian: L0.0.0 created on 7/13/2006 at LL:49 AN
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To conduct a full scan, click the

arrow to the right of the word

Scan ~ G History £3 Tools (2) SRS bring up a menu. Then
' - select Full Scan.

Windows Defender

= -
g Home %

Quick Scan

Protection against malicious and unwv
Full Scan

The Custom Scan option here
lets you pick specific files or
folders to check.

Custam Scan...

After the scan, Windows Defender reports what it has found. Here, it reports
that it hasnt found any suspicious software.

® san |+ ‘3 History a Tools ;. Wil’ldOWS'
. Defender

Protection against malicious and unwanted software

l@l\lo unwanted or harmful software detected.

Your computer is running narmally.

(Quick scan)

Start time: 309 AM
Time elapsed: Q0:0L:13
Objects scanned: 13425

Status
Last scan: Taday at 3:09 Al {Quick scan).
Scan schecule: Daily around 2:00 AN,
Real-time pratection: On

Definition version: L0.0.0 created on 7/13/2006 at L1:49 AR,

If it had found some potentially harmful programs, it would list them in this
window and would give you the option of removing them, reviewing a report
on what was found, or ignoring them. You would want to ignore a warning

if Windows Defender erroneously flagged nonmalicious software, such as a
driver that you have installed.
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scan for spyware (cont)

You can also set Windows Defender to do scans automatically. Even if it is set
for daily scans, you may want to check on when they are scheduled for. If
Windows Defender is set to scan at 2 a.m., and your computer is never on at
that time, the scan won’t run. To schedule automatic scanning, do the following:

] Windows Defender

El click Tools ———
at the top of the
main Windows
Defender window.

Protection against malicious and unwanted software

Tools and Settings

Settings

A
(. l( Options
of 2t -
. . & g Choose how you want
E Cl IC|< O Pt 1ons W Windows Defender to run

in the Tools and
Settings window.

Toals
= Quarantined items
Remove or restore saftware

5
R that Windaws Defender has
prevented from running

E] In the Options
window, make
sure Automatically
scan my computer
is checked.

Allowed items
View software that you have

chosen not to monitor with
Windows Defender

) e Home ® Scan [+ @ Hisoy £F Took (7) |+

+& Windows
". Defender

Microsoft Spyhlet
[ lain the munity
that helps id nd stop

spyware infections

m

( Software Explarer
M| view or monitar all saftware
that is running an your

computer

Windows Defender website
Get more toals and the Bl
latest security information

anline

4 Windowh Defender

Automatic scanning

[¥] Autamatically scan my computer {regfmmenc

ol

Frequency:

Approximate time: ll:i}i}AM 7 /v]
Type: ’(Quitk scan) = 'l

[T] Check for updated definitions before scanning

[T] Apply default actions to items detected during a scan

118

n In the Frequency menu,
select Daily or a day of the
week.

B3 choose a time when your
computer is usually turned on.

ﬂ In the Type menu, choose
Quick scan. You also have the
option to do a full scan, but
quick is a better option for
automatic scans.

k2 click the save button at
the bottom of the window.
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secure web browsing

Phishing, one of the main security threats associated with Web browsing, is
when someone creates a Web page that masquerades as a legitimate site to fool
users into giving up passwords, financial information, or personal information.
The phisher often attracts people to the fake page using e-mail.

Internet Explorer has a phishing filter that helps you determine whether a Web
site is legitimate. The phishing filter analyzes the site you're visiting and com-
pares the address to a list of addresses for known phishing sites.

Microsoft Phishing Fitter

Set up Phishing Filter

'gﬂ' (") Turn off automatic Phishing Filter

them.

() Bisk me later

EX3

Help make your browser more secure:

Phishing Filter is designed to warn vou if the website wou are visiting might: be
impersonating another website, What is Phishing Filker?

@ (") Turn on automatic Phishing Filter {recommended)

Some website addresses will be sent bo Microsoft to be checked, Information
received will not be used ko personally identify you,

Website addresses will not be sent to Microsoft unless you choose to check

Ok

Read the {nternet Explorer Privacy Statement online,

The first time you access

a Web site that is not

in Microsoft’s list of
legitimate sites, a dialog
appears asking if you want
to turn on the phishing
filter. If you do, the filter
will check every Web page
you visit. When it finds

a page that it suspects, it
brings up a warning. You
should not enter any infor-
mation at such a site.

If you don’t turn on
the phishing filter, you
can still run it manu-
ally for sites that you
suspect of phishing. Go
to Internet Explorer’s

Check This Website

Turn On Automatic Website Checking...
Repart This Website

Phishing Filter Settings

Tools menu, select
Phishing Filter, then
Check This Website.

secure your computer

== ]
| s | X || Live Search 2 -|
- »
Delete Brawsing History... |
Diagnose Connection Problems
Pap-up Blocker 3
Phishing Filter 3
IManage Add-ons 3
Wark Offline
Windows Update
Full Screen Fl1 |
IMenu Bar :|
Taalbars 3
Internet Options



set spam filtering

The firewall cannot prevent e-mail viruses from getting through, so it is impor-
tant to filter out spam (by far the most common way that e-mail viruses are
spread). Windows Mail has spam filtering turned on by default, but you can

adjust its settings.

E¥ Open Windows Mail from the
Start menu.

Ed Open the Tools menu and select

Junk E-mail Options. 4\

This option turns spam filtering off.

=l Inbox - Windows Mail
File Edit View

' Create Maill

a Local Falders|
& Inbax
& Outbox
7 Sentltem
o Deleted It
f Dirafts
% Junk E-my
;i-"i Micrasoft Co

Tools

Message  Help

i

Ctrl+shift+C I

Send and Receive
Synchranize All

Windows Contacts...

Add Sender to Contacts

Windaws Calendar Ctrl+Shift+L
Message Rules 2
Mewsgraups... Curl+ W

Accounts...

Junk E-mail Options... |

Options...

=i Junk E-nfail Options

Options |S fe Senders | Blocked Senders I International | Phishing|

Es)

Junk E-mail falder.

'.r"ﬂ

Choase the level of junk e-mail pratection you want:

E-mail falcler,

Windows Mail can move messages that appear to be junk e-mail into a special

=" Ma Automatic Filtering, Mail fram blacked senders is still moved ta the Junk

1
@ Law: Mave the most obvious junk e-mail to the Junk E-mail folder,

Windows Mail defaults
to low spam filtering,
which is the least
aggressive level.

The high level will
occasionally put good

well. Check your Junk E-mail folder often.

will be deliverad ta your Inbax

I High: Mast junk e-mail is caught, but some reqgular mail may be caught as

() Safe List Only: Only mail from peaple ar domains on your Safe Senders List

mail into the junk mail
folder, but it will catch
more spam.

E-mail folder

li'! Permanently delete suspected junk e-mail instead of maving it to the Junk

] l Cancel

Apply

120

This option is not a
good choice because

it doesnt give you a
chance to review spam
messages, and it could
delete an occasional
good message without
your seeing it.
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set parental controls

Windows Vista has a set of controls to shield your kids from selected parts of
the Internet and violent games, and to protect your information from your kids.

-5 2|
n Open Control Panel from —
the Start menu. }
User Accounts and Family
E In Control Panel Home, Safety
click Set up pa rental controls @Set up parental controls for any user
for any user. @Add of FEMOVE User accounts

E] You'll see a list of current user accounts.

—— |f the only user account is for the administrator, you'll
need to create a new user account for the kids.

If the administrator account doesn’t have a password, —
you should add one to prevent your kids from turning
off parental controls.

@@vh_&) <« Parental Cantrals - |_‘t| |.§-Egn:h

Choose a user and set up Parental Contrals

@ ol lidl

R D S What can [ do with Parental Controls?

Family Safety Options

B One or more administrator accounts do net have & password. As long as an
administrator account has no password, any user can bypass or turn off parental
controls, Click here to add a password for these accounts,

Administrator
Computer administrator
No Password

E The kids 1 click the
| Standard user - Parental Controls On
Password protected user accou nt

you want to
If you want to apply Parental Controls to somecone who isn't in this list, .
create a new user account for them to use. modlfy

Why do I need an account for this?

User Accounts

% Create a new user account B

i 1 3

secure your computer 121



set parental controls o,

3 The parental controls window appears. Click any blue link to create or

change a setting.

Activity reports
tell you what
your kids have
been up to. A
report lists the
top 10 Web sites
visited and the
top 10 blocked.

It will tell you
which games
were played,
what applications
were run, and
whether e-mail
and text messag-
ing were used.

= O )

B

- | +3 | | Search

%
@uvhﬁ‘ < User Cantrals

I»'@

Set up how kids will use the computer

Parental Controls: Current Settings:

@ On, enforce current settings
o Off

The kids

Standard user
Password protected

= 2
E View activity reports

Activity Reporting:
@ On, collect information about computer usage
@ Off

m

Windows Settings

Web Restrictions: Medium
. Windows Vista Web Filter i pioe Off
Control allowed websites, downloads, and other use Wi i .2
e i
':'E_j g e Game Ratings: Off
Centrel when The kids uses the computer Program Limits: Off
(? Games
‘@ Control games by rating, content, or title

Allow and bleck specific pregrams 5
Allow and block any programs on your computer

&
4 | n | 3

g

In the Windows Settings area, you can click one of these
links to set time limits and restrict game usage by standard
ratings or by listing specific games. You can also specify

applications that you don‘t want your kids to run.

ﬂ Here, we'll restrict Web access. Click
Windows Vista Web Filter.
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Click Edit the Allow

and block list to type
in specific addresses of
Web sites you want to
allow or block.

This check box turns
off automatic Web
filtering and permits
access only to Web
sites that you specify.

The area called Block
web content automati-
cally lets you set filters
that block classes of
Web sites. You can

use automatic filtering
in combination with
blocking specific

Web sites.

Block web content automatically

Choose a web restriction level:
™ High

7 Medium

How does the web filter work?

[¥] Pornography
[] Mature content
[ Sex education
[¥] Hate speech
[ Bomb making
[[] Weapons

> | ‘f| | Search

@Qv‘:&' <« Weh Restrictions

Which parts of the Internet can The kids visit?
@ Block some websites or content

() Allow all websites and content

Allow and block specific websites
T Edit the Allow and block list
=[] Only allow websites which are on the allow list

Block web content autematically
Choose a web restriction level:
@ High

@ Medium @ MNone

blocked.
To control access to specific websites, add the website to the Allow and block lig.

How does the web filter work?

[T Block file downloads

Go to the Site Review website to give feedback on website categorization
Read the privacy statement.

Medium level: block unratable content and web content in the following categgries: mature content,

@ Custom |
|
pornography, drugs, hate speech, and weapons, Mot all content in these areas cpn be automatically |

|

4| n

[ px |

Custom level: select the content categories that you want to block.

Not all content in these areas can be automatically blocked.
To control access to specific websites, add the website to the Allow and block list.

b

Cancel

What you want

) None @ Custom -

choice, and

[#] Drugs
[[] Aleohal
[F] Tobacco
[£] Gambling

[] Unratable content \

% next to the

415 7

(3

| QK || Cancel |

Click OK when you are finished.

secure your computer

your children to
access on the Web
is a highly personal

varies

with a child’s age. If
you want to decide

which categories of
Web sites to block,

click Custom.

\ Check the boxes

categories you
want to block.
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check security status p. 112

Windows Security Center and
Windows Defender can send

you alerts when they detect that
some action is needed. They send
alerts to the Notification area

on the right end of the taskbar.
Double-click an alert to open the
appropriate dialog, where you
can take the needed action.

customize the
firewall p- 115

124

If you are network savvy and
want to use the advanced fea-
tures of Vista’s firewall, go to the
Start menu and type Windows
Firewall with Advanced Security
in the Search box. Here you’ll
have access to more exceptions,
monitoring, and rules for what
can and can’t get through

the firewall.

One interesting discovery that
you’'ll make in the Advanced
Security settings is that the
Vista firewall also blocks out-
bound traffic. This prevents your
infected computer from infect-
ing others on your network. The
bidirectional firewall feature

is always turned on when the
firewall is running, but you
can‘t see it from the standard
firewall dialog.

secure web browsing p. 19

In Windows Vista, Internet
Explorer runs by default in a new
security mode called protected
mode. This prevents Web-based
software from modifying user
settings or files, or downloading
anything without your knowl-
edge. Internet Explorer asks you
to approve any download as it
starts. If you don’t know what
the download is, you should not
approve it.

You can turn off protected mode
by double-clicking the words
Protected Mode: On at the bot-
tom of the Internet Explorer
window. This brings up a dialog
where you can disable it. Doing
this puts your computer at risk,
however. You should have a very
good reason before you turn off
protected mode.

set spam filtering p. 120

To prevent useful e-mail from
being labeled as spam, you can
specify users or domains as Safe
Senders in Windows Mail.

In the Junk E-Mail Options win-
dow, select the Safe Senders tab.
You can type in individual e-mail
addresses or specify a domain
name, such as @company.com.

secure your computer
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A

activating Windows Vista, 16, 22
address bar
breadcrumbs with, 93-94
illustrated, 85
location on folder, 41
Aero theme
about, 2, 34
Flip 3D feature, 34, 37
hardware required for, 4, 8, 9
live thumbnails, 74-75
switching to and from, 45
album art, 95, 96
All Programs, 59, 67
antivirus software, 113
applications. See programs
arrows
appearance in flyout menu, 99
on Folders list, 91
Authors column heading, 104, 110
auto-hiding taskbar, 83
automatic spyware scans, 118
automatic updating, 20, 113, 114

background images, 48-51, 58
backing up hard drive, 13
blocking
outbound messages, 124
Web content, 122, 123
Boot Camp, 14
breadcrumbs
illustrated, 85
using with address bar, 93-94
Burn button, 87
buttons
adding Quick Launch toolbar,
76-78
Burn, 87
changing power to shut-down,
59, 70-71

Find a program, 114

fitting more on taskbar, 82

folder window, 86-87

grouped on taskbar, 75

Help, 86

Open, 86

Organize, 86

Play All, 87

Save Search, 108

Show Desktop, 76

Slide Show, 87

Start, 21

Switch between windows, 76

Turn Off Computer button in
XP, 59,70

viewing minimized, 74-75

Views, 86

C

CDs

ordering Vista on, 4

storage capacity of, 32
Check Disk dialog, 11
Classic icons, 53
classic Start menu, 72
collapsing folders, 90-91
column headings

adding, 103-104

Authors, 104, 110

filtering with, 107, 110

illustrated, 99

sorting with, 100

swapping folder, 101-102
Computer folder, 52
Computer window, 87
computers, 23-32

copying data to new, 30-31

naming, 19

restarting after file transfer,

31
running Easy Transfer on old,
27

scheduling spyware scans of,
118
selecting in Easy Transfer, 24
using Vista on Mac, 14
Vista Capable vs. Premium
Ready, 9
configurations. See migrating files
and settings
Contacts folder, 101
Control Panel
opening, 112
power options in, 70-71
security featuresin, 111
copying
data to new computer, 30-31
files and folders, 92
Custom installation options, 17-18
Customize Start Menu dialog
displaying links as menu, 64
displaying more programs, 61

D

date
filtering by, 107, 110
stacking by, 109
defragmenting hard drive, 12
deleting item on Start menu, 69
desktop
changing icons on, 52
changing size of, 54-57, 58
personalizing, 47
replacing image on, 48-51, 58
resizing items on, 53
selecting image for, 19
size of icons on, 53-55, 58
Desktop Background window,
49, 51
Desktop Icon Settings dialog, 52
Details pane, 85, 95
Details view, 97
Device Manager window, 6
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disabling
grouping, 106
live thumbnails, 75
Disk Cleanup dialog, 11
Disk Defragmenter window, 12
Disk Properties dialog, 10, 11
disk space requirements, 4, 5, 15
Display as a menu option
(Customize Start Menu
dialog), 64
Display Settings dialog, 56-57
displaying folder paths, 94
dividers, 79
drivers
loading, 18
support for WDDM, 4
DVDs
storage capacity of, 32
Windows Vista Installation, 4,
26-27

E

Easy Transfer Cable, 23, 25, 32,
35
Easy Transfer utility
about, 23
copying data from old
computer, 28-29
running on old computer, 27
selecting transfer method,
25-26, 32
starting, 24, 32
transferring data to new
computer, 30-31
e-mail filtering, 120, 124
enabling Menu Bar, 88
expanding folders, 90-91
Explore command, 86, 98

F

Favorite Links list (Navigation
pane), 89, 90
favorites
creating links to, 89
placement on Navigation
pane, 85
files. See also migrating files and
settings
adding to Start menu, 68
changing view for, 97
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copying and moving, 92
filtering, 107, 110
grouping, 105-106
locating folders for stacked,
110
previewing, 96
sorting, 99, 100, 103-104
stacking, 108-109, 110
viewing and editing
information about, 95
filtering
about, 99
files and folders, 107, 110
Internet phishing attempts, 119
spam, 120, 124
stacking vs., 108
Find a program button (Windows
Security Center), 114
Firewall
advanced security option, 124
customizing, 115
security report for, 113
spyware and, 116
Flip/Flip 3D feature, 37
flyout menus, 99
folders. See also navigating folder
windows
about, 41
adding to Start menu, 68
arranging contents of, 99
changing views for, 97
Computer, 52
displaying paths to, 94
dragging to Quick Launch
toolbar, 79-81
expanding and collapsing,
90-91
filtering, 107, 110
grouping, 105-106
icon size of, 97
links to favorite, 89
locating for files in stack, 110
moving or copying, 92
sorting, 99, 100, 103-104
stacking, 108-109, 110
swapping column heads for,
101-102
toolbar for folder window, 85,
86-87
Windows Explorer in window
for, 90-91
Folders list (Navigation pane),
90-91, 92

G

gadgets, 42-44, 46
graphics card
compatibility of, 7
finding model of, 6
system requirements for, 4
grouping
about, 41, 99
collapsing folder groups,
90-91
files and folders, 105-106
stacking vs., 108

hard drive
backing up data on, 13
cleaning up, 10-11
configuring Vista options for,
18
defragmenting, 12
disk space requirements, 4,
5,15
hardware. See also graphics card;
hard drive
disk space requirements, 4,
5,15
finding graphics card model, 6
running Vista from Mac, 14
Vista requirements for, 4-5
Help button, 86
hiding
Menu Bar, 98
taskbar, 83
window panes, 88

icons

adding to Quick Launch
toolbar, 76-78

adding to taskbar, 76-78

arranging alphabetically, 100

changing desktop, 52

Classic, 53

Live, 97

placement on Start menu, 59

shrinking on Start menu, 61,
62

size of, 53-55, 58, 97

User’s Files, 52
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images
displaying pixel resolution of,
58
replacing desktop, 48-51, 58
indexed locations, 45
installing Vista, 15-22
beginning, 16, 22
configuring hard drive options,
18
DVD for, 4, 26-27
naming user and computer
when, 19, 22
options for, 17
software update and security
options, 20
Internet Explorer
phishing filter for, 119
protected mode for, 124
shortcut icon, 72

J

junk e-mail, 120, 124

L

Large Icons, 53
launching Windows Vista, 21
Layout option, 88
links
converting to menus, 63-65
favorites, 89
removing, 89
Security Center, 113
List view, 97
Live Icons, 97
Load Driver option (Install
Windows dialog), 18
locking taskbar, 78, 79, 82

Mac computers, 14

malware, 113, 114, 116

Menu Bar, 88, 98

menus. See also Start menu
classic Start, 72
converting links to, 63-65
flyout, 99
Recent Items, 63
slider bar on Views, 98

index

Microsoft Phishing Filter window,
119
Microsoft Web site, 3
Microsoft Windows Vista. See
Windows Vista
Microsoft Windows XP. See
Windows XP
migrating files and settings,
23-32
copying data from old
computer, 28-29
Easy Transfer utility, 23
moving files and folders, 92
network data transfers, 23, 28
onto Vista computer, 30-31
USB drives for, 30-31
moving
files and folders, 92
taskbar, 82, 84
Music folder, 101
My Computer folder (Windows
XP), 52
My Documents icon (Windows
XP), 52

names
computer, 19
grouping files and folders by,
105-106
sorting files and folders by, 100
user, 19,22
navigating folder windows,
85-98
adding folders to favorites, 89
address bar for, 93-94
changing folder views, 97
displaying or hiding Menu Bar,
98
features of Navigation pane, 85
moving or copying files and
folders, 92
showing and hiding window
panes, 88
toolbars for, 86-87
using Windows Explorer for,
90-91, 98
Navigation pane
about, 85
creating links to favorite
folders, 89

Folders list in, 90-91
illustrated, 85
network data transfers, 23, 25
New Toolbar - Choose a folder
dialog, 80

(0]

Open button, 86
opening Control Panel, 112
Organize button, 86

P

panes. See also Navigation pane
Details, 85, 95
Preview, 85, 96
showing and hiding, 88, 98
Parallels Desktop, 14
parental controls, 121-123
passwords
adding to removable media, 29
changing, 22
setting up, 19
performance of live thumbnails,
75
Personalization window
changing desktop icons, 52
customizing desktop, 47
personalizing themes, 35, 45
replacing desktop image,
48-51, 58
resizing desktop, 54-57, 58
phishing filter, 119
Picture Location drop-down list,
49
Pictures folder, 101-102
pinning programs to Start menu,
66-67
Play all button, 87
power button
changing to shut-down
button, 70-71
illustrated, 59
Power Options dialog, 71
Preview pane, 85, 96
previewing
files, 85, 96
live thumbnail window, 2,
74-75
processor requirements, 4, 14
product key number, 16
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programs
adding to Quick Launch
toolbar, 76-78
allowing through Firewall, 115
antivirus software, 113
displaying on Start menu,
60-62
pinning to Start menu, 66-67
preventing changes from
Web-based, 124
restricting access to, 121-123
uninstalling, 87
Properties dialog, 102
protected mode, 124
purchasing new computers, 9

Q

Quick Launch toolbar
adding icons to, 76-78
dragging folders to, 79-81
illustrated, 76

R

RAM requirements, 4, 5
Recent Items menu, 63
Reduced Functionality mode, 22
removing

links, 89

toolbar from taskbar, 81
replacing desktop image, 48-51,

58

reports
Security Center, 114
user account activity, 122
Windows Defender, 117
resizing
desktop items, 53
toolbars with dividers, 79
resolution
changing display, 54-57, 58
image, 58
Resolution slider bar (Display
Settings dialog), 56
restarting computer after file
transfer, 31
Run box (Windows XP), 72
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S

Save Search button, 108
search bar, 94
search box, 38—-40, 45
searching
files, 38—-40, 45
Web site addresses, 94
security, 111-124
about, 111
alerts about, 124
automatic update options, 20
checking status of, 112-114
parental controls, 121-123
phishing filter for Internet
Explorer, 119
Security Center reports, 114
setting spam filters, 120, 124
Security Center. See Windows
Security Center
settings. See migrating files and
settings
Show Desktop button, 76
showing
Menu Bar, 98
window panes, 88, 98
shut-down button, 59, 70-71
Sidebar, 42-43, 44, 46
size
changing desktop, 54-57, 58
icon, 53-55, 58, 97
Slide Show button, 87
slider bar
Resolution, 56
Views menu, 98
software licensing agreement, 16
sorting
adding criteria for, 103-104
files and folders, 99, 100
spam filters, 120, 124
spyware
defined, 116
scanning for, 116-118
stacking
about, 99
files and folders, 108-109, 110
Start button, 21
Start menu, 59-72
about, 59
adding file or folder to, 68
Classic option for, 72
converting links to menus,
63-65

deleting item on, 69
displaying more programs on,
60-62
illustrated, 59
pinning program to, 66-67
Run command added to, 72
search box, 40, 72
shrinking size of icons on, 61,
62
shut-down button for, 59,
70-71
Start Menu tab (Taskbar and
Start Menu Properties
dialog), 60
starting
Easy Transfer utility, 24, 32
Sidebar, 46
Windows Vista, 21
swapping column headings,
101-102
Switch between windows button,
76
System Properties dialog, 5

T

Task List (Windows Vista
Upgrade Advisor), 8
taskbar, 73-84. See also Quick
Launch toolbar
about, 73
adding program icons to,
76-78
auto-hiding, 83
locking, 78, 79, 82
moving, 82, 84
removing toolbar from, 81
thumbnail previews on, 2,
74-75
unlocking, 79, 82
viewing minimized buttons on,
74-75
Taskbar and Start Menu
Properties dialog, 60
Taskbar tab (Taskbar and Start
Menu Properties dialog),
75,83
templates, folder type, 102
themes, 34-36, 45. See also Aero
theme; Windows Vista Basic
theme
3D dots, 79
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thumbnail previews, 2, 74-75
Tiles view, 97
toolbars
adding to Quick Launch
toolbar, 79-81
defined, 79
folder window, 85, 86-87
removing from taskbar, 81
transferring files. See migrating
files and settings
Turn Off Computer button
(Windows XP), 59, 70

U

uninstalling programs, 87
unlocking taskbar, 79, 82
unpinning item on Start menu, 69
updates
automatic, 113, 114
options for, 20, 111
Upgrade installation options, 17
USB cable, 23, 25, 32, 35
USB drives
moving data to new computer
from, 30-31
passwords for removable, 29
storage capacity of, 32
transferring files from old
computer to, 25, 28-29
user accounts
activity reports for, 122
creating for kids, 121
user interface. See also Aero
theme; Personalization
window; taskbar
changing desktop size, 54-57,
58
converting Start menu links to
menus, 63-65
displaying icons on desktop, 52
features of Navigation pane, 85
personalizing desktop, 47
replacing desktop image,
48-51, 58
search box, 38—-40, 45, 72
size of icons on, 53-55, 58
switching themes with,
34-36, 45
switching windows, 37, 76
user name, 19, 22
User’s Files icon, 52
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versions of Windows Vista, 2—-3
viewing
changing folder views, 97, 98
minimized buttons, 74-75
Views button, 86
Views menu slider bar, 98
Virtual PC, 14
VMware, 14

W

WDDM (Windows Display Driver
Model) drivers, 4
Weather gadget, 43-44
Web sites
blocking, 122, 123
checking with phishing filter,
119
Microsoft, 3
restricting access to, 121-123
visited, 122
Welcome Center, 21
widening taskbar, 82
windows. See also navigating
folder windows; panes;
Personalization window
showing and hiding panes in,
88
switching between, 37, 76
toolbars and buttons for
folder, 86-87
Windows Classic theme, 34, 35
Windows Defender, 111, 116-118
Windows Easy Transfer. See Easy
Transfer utility
Windows Explorer
Navigation Pane and, 85
using, 90-91, 98
Windows Firewall. See Firewall
Windows Firewall Settings dialog,
115
Windows Media Center, 2, 3
Windows Mobility Center, 2
Windows Security Center
about, 111
alerts from, 124
features monitored in, 113
opening, 112
Windows Update, 111

Windows Vista. See also installing
Vista; migrating files and
settings

activating, 16, 22

Capable vs. Premium Ready
computers, 9

changing windows, 37, 76

copying data to new computer,
30-31

folders, 41

gadgets, 42-44, 46

hardware requirements of,
4-5

launching, 21

running parallel with Mac
0S X, 14

search box, 38-40, 45, 72

switching themes, 34-36, 45

taskbar options unavailable
on, 84

versions of, 2-3

Windows Vista Basic theme

about, 34, 36

Flip feature for, 37

minimized buttons on taskbar,
74

switching to and from, 45

Windows Vista Business, 3

Windows Vista Home Basic, 2

Windows Vista Home Premium, 2

Windows Vista Installation DVD

about, 4
installing Easy Transfer from,
2627
Windows Vista Ultimate, 3
Windows Vista Upgrade Advisor
illustrated, 1
running, 7-8, 14

Windows Vista Web Filter,
122-123

Windows XP

assessing hardware from, 7-8
installing Easy Transfer on, 26
running parallel with Vista, 14
taskbar options on, 84
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